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ST Module 3 -1099 Vendor Reporting

This manual shows users how to maintain the 1099-MISC reporting to the IRS for North

Dakota state agencies. The forms 1099-MISC must be in the mail by January 31st of

each year. This manual combined the information available in OnDemand topics within

PeopleSoft Financials and the previous 1099 Maintenance Manual. To obtain a shorter

version in checklist form, use the Print It! button on each specific OnDemand topic to

createwhat i s call ed a fAJob iAlowltouse OnDetand Tr&nihg Modul e
for instructions.)

For detailed instructions on specific topics relating to 1099 reporting, please see
http://www.nd.gov/vr/1099/1099-info-index.html.

ST Lesson 3.1 -1099 Reporting Within Vouchers
Lesson 3.1 Vendor Reporting Within Vouchers

Agencies have a variety of ways to control their 1099-reporting while entering vouchers
during the year, so they will not have so much clean-up at year end. The following
OnDemand topics are for all users who enter vouchers - not just for the individual in
charge of 1099 reporting for their agency.

For the purposes of PeopleSoft 1099 maintenance, "reportable” and "withholdable" are
often used to mean the same thing.

For more information see (http://www.nd.gov/vr/1099/1099-reporting-while-
entering.html).

Page 1


http://www.nd.gov/vr/1099/1099-info-index.html
http://www.nd.gov/vr/1099/1099-reporting-while-entering.html
http://www.nd.gov/vr/1099/1099-reporting-while-entering.html

Training Guide
ST Module 37 1099 Vendor Reporting

ST 3.1.1 -Choosing the Correct Location in Vouchers
Choose the Correct Location in Vouchers

The Location, not the address, determines how a vendor will be paid in voucher. The
Location contains the correct method of payment (ACH or check) plus it is set up to be
reportable or not, as the situation warrants. Once the voucher enterer has determined
what they are paying the vendor for (services or supplies), the next step is to find the
correct location.

For more information on this topic, please see the website at
(http://www.nd.gov/vr/1099/choosing-correct-location.pdf)

Procedure

This topic covers two scenarios that demonstrate the importance of choosing the correct
location when paying a vendor.

= Base Navigation Page - Windows Internet Explorer

G;j- [&] https: vy connectnd. usipspindt/EMPLCVEE [ERP S WEELIE_PTPP_SC, HOMEPAGE.FieldFormula, I5cript_AppHP?pt_name=EPCO_ACCOLNTS_ PavBLEeFok 2| & ||42/] X | [8 Live soarch Ll

| Fie Edit ‘View Favorites Tools Help

< Favorites (@ Base Navigation Page

+*NDFT*

Menu

Search: Mai
()] ﬁ Vouchers

- My Faworites
A, mairtain, and approve vouchers

1> Supplier Contracts

- Vendors AddUpdate Maintain ﬁ Approve

[ Purchasing Add and update vouchers. Review and correct voucher errors Approve vouchers.

1 eProcurement =l Reqular Entry. F=] Voucher Build Error Detsil ) gpprove Youcher

[> Services Procurement [E] Clase Woucher [E] Voucher Maintenance Search =] Request Vaucher Batch
~ Accounts Payable =] Delete Youcher = Voucher Maintenance

[ Youchers
[ Batch Processes
[» Review Accounts Payable
Info
> Reports
[ Asset Management
[ Commitment Contral
I> General Ledger
I Set Up Financials/Supply
Chain
[ Warklist
[+ Tree Manager
[> Reporting Tools
| PeopleToaols
> ND Utilities & Interfaces
- NDS Reports
— Tax Center
— Backto Portal
— Change My Password
— My Personalizations
— My Systam Profile

Step Action

1. Click the Accounts Payable link.
i Accounts Payahlel

2. Click the Vouchers link.

3. Click the Regular Entry link.
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{2 Regular Entry - Windows Internet Explorer

[ [=]x]
6; | . |g, hitps: | frvme. connectnd. usjpspindft/EMPLOVEEJERP/c/EMTER_VOUCHER_TNFORMATION MCHR_EXPRESS, GEL?PORTALPARAM_PTCNAY=EP_YCHR_EXPRESS_C j g |[+4||x |:f Live Search P
| File Edt View Favorites Tooks Help

¢ Favorites @ peqular Entry

«NDFT#*

=1
New Window | Help |
VYoucher

Eind an Existing Value | Add a New Value \

Business Unit: IWO\

voucher ID: wem

Voucher Style: [Reguiarvoucher =]
Short Vendor Name: IW Q

Vendor ID: l— Q

endor Location: l— Q

Address Sequence Numher:l_n Q

Invoice Number: [

| ]
[

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Adid

Eind an Existineg Value | Add 2 NewValue

dstart| | @ || & regular entry - windo...

[elgnE

\

Step Action \

4. In this example, we are @oing to pay a REPORTABLE vendor for NON-
REPORTABLE goods. Click the Look up Short Vendor Name
(Alt+5) button to search on "Prairie."
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egular Entry - Windows Internet Explorer [ [=]x]

@_\:‘/ - |g https: . connectnd.usipsp/ndftEMPLOYEEJERP e /ENTER _WOUCHER_TMFORMATION. YCHR_EXPRESS. GELPPORTALPARAM_PTCHAY=EP_WCHR_EXPRESS ¢ jlg[ | X Live Search FE
| File Edt Yiew Favorites Tools Help
¢ Favarites @ Regular Entry
xxNDFT#
=3
PRAIRIE HO-001 PRAIRIE HOME MANAGEMENT 0000043371 Supplier Reqular
PRAIRIE IM-002 PRAIRIE IMPLEMENT & EQUIPMENT - KILLDEER 0000024805 Supplier Permanent
PRAIRIE IN-001 PRAIRIE INDEPENDENT 0000085708 Supplier Reqular
PRAIRIE KN-001 PRAIRIE KMIGHTS CASING & RESORT 0000004544 Supplier Reqular
PRAIRIE KN-002 PRAIRIE KMIGHTS QUIK MART 0000105334 Supplier Reqular
PRAIRIE PRAIRIE LANES 0000038135 Supplier Reqular
PRAIRIE PRAIRIELAKES COOP 0000063035 Supplier Reqular
FRAIRIE LE-001 PRAIRIE LEARNING CENTER 0000004212 Supplier Permanent
FRAIRIE LO-001 PRAIRIE LOT STRIPING LLC 0000088821 Supplier Reqular
FRAIRIE LL-001 FRAIRIE LUMBER CO 0000010944 Supplier Permanent
FRAIRIE MA-002 FPRAIRIE MAID CLEANERS 0000044529 Supplier Reqular
FRAIRIE MA-003 PRAIRIE MARKETIMNG ASSH 0000055383 Supnlier Reaqular
PRAIRIE MA-004 PRAIRIE MALT LIMITED 0000075273 Supnlier Reaqular
PRAIRIE MO-001 PRAIRIE MOUNTAIN ELECTRIC MOTOR INC 0000006670 Supplier Permanent
PRAIRIE OR-001 PRAIRIE ORAL SURGERY LTD 0000038319 Supnlier Reaqular
PRAIRIE PA-001 PRAIRIE PAYING & MANTENANCE 0000049924 Supplier Reaqular
PRAIRIE PE-001 PRAIRIE PETALS 0000097994 Supplier Reaqular
PRAIRIE PR-001 PRAIRIE PRINTING & COMPUTER EXPRESS 0000055266 Supnlier Permanent
PRAIRIE PR-002 PRAIRIE PROPERTY MGMWT 0000069999 Supplier Permanent
PRAIRIE RE-001 PRAIRIE RESTORATIONS INC 0000068698 Supplier Reaqular
PRAIRIE RI-001 PRAIRIE RIDGE REMTALS 0000091904 Supplier Permanent
PRAIRIE RI-002 PRAIRIE RIDGE FARM INC 0000099323 Supnlier Reqular
PRAIRIE RO-001 PRAIRIE ROSE FAMILY DENTISTS 0000019398 Supplier Regqular
PRAIRIE RO-003  PRAIRIE ROSE HOME SERVICE 0000020214 Supplier Reqular
PRAIRIE RO-007  PRAIRIE ROSE DATA PRODUCTS - CHICAGD 0000051329 Supnlier Regqular
PRAIRIE RO-008  PRAIRIE ROSE FARMS 0000063875 Supnlier Regqular
PRAIRIE RO-009  PRAIRIE ROSE DATAPRODUCTS - FARGO 0000000311 Supplier Permanent
PRAIRIE RO-010  PRAIRIE ROSE STATE GAMES 0000041536 Supplier Regqular
PRAIRIE RO-011 PRAIRIE ROSE INM 0000095047 Supplier Regular
PRAIRIE RO-012  PRAIRIE ROSE GOLF CLUB 0000095050 Supplier Regqular
PRAIRIERO-013  PRAIRIE ROSE ASSISTED LIVING 0000090714 Supplier Regular
PRAIRIE SC-001 PRAIRIE SCALE SYSTEMS INC 0000001637 Supplier Permanent
PRAIRIE SC-002 PRAIRIE SCHOONER THE 0000025875 Supnlier Regular —
PRAIRIE SE-001 PRAIRIE SEEDS 0000100488 Supplier Regular
PRAIRIE PRAIRIE STUDIO 0000007204 Supplier Regular
PRAIRIE PRAIRIE STAR 0000041827 Supnlier Regular
PRAIRIE ST-004 PRAIRIE ST JOHNS LLC 4973 Supplier Permanent
PRAIRIE ST-005 PRAIRIE STATES INSURANCE CONSULTANTS 0000078562 Supnlier Permanent
PRAIRIE ST-006 PRAIRIE STICKS BAT COMPANY INC 0000081694 Supplier Reqular
PRAIRIE ST-007 PRAIRIE STEWARDSHIP NETWORK 0000103125 Supplier Reqular
PRAIRIE SU-002 PRAIRIE SUMTREE FARM 0000082825 Supplier Reqular
PRAIRIE SU-003 PRAIRIE SUPPLY INC 0000006675 Supplier Permanent
PRAIRIE TR-001 PRAIRIE TRUCK & TRACTOR DEVILS | AKE 00000 7 Supplier Permanent
PRAIRIE TR-002 PRAIRIE TRUCK EQUIPMENT INC 0000006678 Suppliet Permanent
PRAIRIE ¥I-001 PRAIRIE VIEW L ODGE LLP 0000091506 Suppliet Reqular
PRAIRIE ¥1-002 PRAIRIE VIEVW L ANDSCAPING & NURSERY INC 0000097128 Suppliet Reqular
PRAIRIE ¥1-003 PRAIRIE VISION CENTER 0000097152 Suppliet Permanent
PRAIRIF WF-NN7Y PRAIRIF WFST MEWVEL OPMERT FOLIRPATIOR NN AR Sunnliar Parmanant LI
&/ start ] @ J @ Regular Entry - Wind J @ |° F
Step Action
5. You may have to scroll down the page to find the vendor name you need.
6. Click the PRAIRIE ROSE DATA PRODUCTS - FARGO link to select as our
vendor.
[PRAIRIE ROSE DATA PRODUCTS - FARGO|
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- [5]x
GT\_—: jw |g, https:jfwwwn. connectnd.usfpspindft/EMPLOVEE JERPc[ENTER_VOUCHER_INFORMATION WCHR_EXPRESS. GELFPORTALPARAM_PTCNAY=EP_WCHR_EXPRESS_C j CYESIES |:f Live Search R~
| Fie Edit ‘View Favorites Tools Help

¢ Favorites (@ peqular Entry

+*NDFT**

EQ

Youcher

Eind an Existing Value } Add aNew Value

Business Unit: 325680 Q@
Youcher ID: MNEXT

Short Vendor Name: IMQ
vendor ID: [oomooonaTT @
Wendor Location: W Q
Address Sequence Number: |_1 Q *

Woucher Style: Regular Youcher 2

Invoice Number: [

Invoice Date:

Gross Invoice Amount:

Lines Entered: 1

Add

Eind an Existing Yalue | Add a Mew Yalu

Main Content

@start| | & || & rlgular entry - vindo...

e indow | Help |

=)

Step f\ction

7. /rhe vendor 6s
Location (Alt+5) button to find the right one for you.

A

def aul

Cliokahe tdoloup Vendar |
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{2 Regular Entry - Windows Internet Explorer

- [5]x]
ga::\/:v J2] hetps: ivuwus.comnectnd. s pspinit /EMPLOYEE/ERP/c/ENTER,_VOLICHER_INFORMATION. YCHR,_EXPRESS GEL7PORTALPARAM_PTCNAV=EP_vcHR,_Express e vl 8 |[#2]] | [ e search L~
| File Edit View Favortes Tools Help

¢ Favores

(€ Regular Entry

xNDF T+

ER

N wingow | Hetp | B,

Look Up Vendor Location

SetiD: SHARE
Vendor D: 0000000311
Vendor Location: [hegins with ¥ | [

LnnkUpl Clear | Cancel |Easmmﬂkun

Search Results

14 of 4
endor ocatonDescopion
1089 1088 REPORTABLE PAYMENTS
BIDS SPO USE ONLY

MAIN MAIN

REMITT 1098 NON-REFORTABLE SUPPLIES

Histart| | & |[ /& regular Entry - Windo... | @ ‘ 2 |«

Step Action
8.

As you can see, there are four locations set up for various payments. For
this voucher, click the 1099 NON-REPORTABLE SUPPLIES link.
[1099 MOM-REPORTABLE SUPPLIES

Page 6



Training Guide
ST Module 37 1099 Vendor Reporting

{ZRegular Entry - Windows Internet Explorer

- [5]x
@T\_—: ) [] https:oman connectnd. usfpspindrt/EMPLOVEE[ERPcJEHTER VOUCHER,_INFORMATION ¥CHR_EXPRESS. GBLFFolder=hYFAIORITES =& 4] X 82 e searen P
| Fie Edit ‘View Favorites Tools Help
L Favorites | (@ peqular Entry
*+*NDFT#*
Home
EQ
Mew indow | Help | 5
Youcher
/" Eind an Existing Value } Add aNew Value
Business Unit: 325680 Q@
Voucher ID: NEXT
Voucher Style: Regular Youcher &2
Short Vendor Name: FRAIRIERO-008 Q)
vendor ID: 0000000311 &
Wendor Location: REMITT Q
Address Sequence Number: ey
Invoice Number: [toner cartridges
Invoice Date: 06/22i2008 [
Gross Invoice Amount: 50.00]
Lines Entered: 1
Add
Eind an Existing Value | Add a Mew value
dstart| | & || regular entry - vindo... |e |2 B@&

Step Action

9. Enter the Invoice Number, Invoice Date, and Amount. Click the Add button.
&dd
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{2 Regular Entry - Windows Internet Explorer

_[=5]x]
6-::: )= [ ] http:jvsvmconnectnd, us/psp/ndft [EMPLOYEE/ERR c[ENTER,_VOLCHER_INFORMATION.VCHR,_EXPRESS GBLTPORTALPARAM_PTCNAW=EP_yCHR,_EXPRESS_C || & || 49| [ | R Live Search Pl
| File Edit View Favorites Tools Help

5 Favorites

(& reqular Entry

«*NDF T+~

=r
Mew Window | Help | Custornize Page | 5, =]

| Invoice ion Y Payments ) Vaucher Aftributes

Business Unit: 32580 Invoice Number:  [12n€r cartridges Budget Status:

Voucher ID: MNEXT Invoice Date: D6i22/2008 [3H)

Voucher Style:  Regular Action: j‘ M MI

PO Unit: @ Purchase Order: Q  CopyPO \orksheet Copy Option: |None -

Vendor:  [nooo0DOZ11 Q *Pay Terms: 00 O Mow ff  BasisDtType InwDate

Name: PRAIRIE RO-009 O Control Group: Q Cormments(0

Location:  [REMITT Q Accounting Date; |07/02/2008 [

*Address: 2O agvanced Vendor Search  *Currency: usD A Mon Merchandise Summary

PRARIE ROSE DATA PRODUCTS - Total: 5000 | Calculate

FARGO Session Defaulls

17 BRIARWOOD PLACE Withholdin

PO BOX 7428

FARGO, ND 58106-7428

Packing Slip:

[Main Content

[][=] Line ‘Distribute by Item Description Quantity UOM Unit Prce Amount
1 [Amount =] | Q| [ Q| 50,00

Ship To SpeedChart

BLHSC QU Q [~ usy One Asset ID Calculate

~ Distribution Lines
GL Chart

Fiiei tert  Lasi

Exchange Rate | Statistics

o Amount  Quantity ‘GLUn  Account Openttem Pper Unit Fund Dept Prowam Class  PCP  Project Activity Source

mEr e Eea——ar—¢—ar—a—ar—ar—ar—al al -

Business Unit: 32580
oucher ID: MEXT

FPrint Inwoice

Kl

distart] | @ || & regular Entry - windo.. /

Step Action /

10. The Withholding link is going to show up even though you selected the right
location, because the vendor itself is reportable.

Click this link to make sure that your voucher will report correctly (or not).

ithhalding
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{2 Regular Entry - Windows Internet Explorer M= ES
GT\_—: J =[] https:oman connectnd. usfpspindrt/EMPLOYEE [ERP/CJEHTER YOUCHER_INFORMATION ¥CHR_EXPRESS. GBLIPORTALPARAM_PTCHAV=EP_ticHR_ExprEsS_c || &b || 44| | X | [ Live search £l

| Fie Edit ‘View Favorites Tools Help

L Favorites (@ peqular Entry

+*NDFT**

Hew Window | Help | Custorize Page |

Invoice:  toner cartridoes Vendor: 0000000311 PRAIRIE ROSE DATA PRODUCTS - FARGO
VAT Entity: Voucher: NEXT Date: 06i22/2009

Postpone Withholding I~

Invoice Line Withhold Information nd | ie First [ 1 o1 1 [ Last
Line Description
Cod
ode =
1
Withholding Details a8 First Mo D Last
Withholding
. ; R . Contract  |Rule Apply 5
Entity | Tupe Class ng:?iSL'“ Reference |Override Withholding | APPEC2bIE

‘1‘|_O\‘|_Q|_Q [y “_O\‘Pavment ‘ r “EI

@ start] J é J & Regular Entry - Windo... J o ‘ 5 F

Step Action

11. Because you selected a location that was set up as "non-reportable," the
Withholding Details on this screen are blank. That is what you want to see
when you are purchasing goods or commodities. Click the Back to

Invoice link after verifying that everything looks correct.

Back to [nvoice
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Step Action

12. Whenever you are using a non-reportable location on a reportable vendor,
you will receive an error message like the one below.

/2 Regular Entry - Windows Internet Explorer

@_:-: @[] https:jfwum.connectnd.us/pspindft/EMPLOVEE/ERPI/ENTER,_YOLCHER_INFORMATION.VCHR,_EXPRESS. GBL7Folder=MVFAVORITES =0 B [ f| ¢ | [ Live search £l

| Fie Edt View Favorites Toals Help

7 Favortes (@ Regular Entry

++NDFT#

=r

Hewwindaw | Help | /&

Invaoice line is withhold applicable but withholding information not provided. (7030,347)
Mo withholding information has been entered for the voucher line thatis marked as withholding.
Press CANCEL to go back and enter the withholding information

Press OK to change all voucher lines to non-withholding and sawe the voucher.
OK Cancel

Step Action

13. This warning message will appear when saving a voucher where there is a
withholding link with the actual 1099 information removed, like in our current
example. The system is giving you the option of going back to enter the
missing withholding information - by clicking CANCEL - or keeping the
voucher lines as non-withholding - by clicking OK.

Since we do not want reporting on this voucher, click the OK button.

o |

14, End of this example.
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Step Action

15. This next example will show how a reportable vendor (Midcontinent

Business Solutions) can have a variety of reportable and non-reportable
locations to choose from.

/ZRegular Entry - Windows Internet Explorer

- [=2]x]
@_.;\/ | v |g https: i, connecknd.us/pspfndft EMPLOVEEERR f [ENTER _WOUCHER_INFORMATION, YCHR_EXPRESS, GEL?PORTALRARAM_PTCNAY=ER_WCHR_EXPRESS_C j g [[#2|| x |:,' Live Search R
| File Edt View Favorites Tooks Help

. Favorites  @@iReqular Entry

xNDF T+

=

e window | Help | &

Voucher

Find an Existing Yalue y Add a New Value \

Business Unit: m Q

oucher ID: IW

Voucher Style: RegularWoucher B
Short Yendor Name: IW Q

Vendor ID: Q
Vendor Location: Q \

Address Sequence Number: 0Q

Invoice Number: [
Invoice Date: ]
Gross Invoice Amount: 0.00
Lines Entered: 1
Add

Eind an Existing Yalue | Add a Mew value

i/ start ] a J & Reqular Entry - Windo...

Jole [

Step | Action §

16. Click the Look up Short Vendor Name (Alt+5) button to search on "midco."
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{ZRegular Entry - Windows Internet Explorer

|_[=]x]
6@' |g, https: | fw, connectnd us/psp/ndft [EMPLOYEESER P [ENTER _VOUCHER _TMFORMATION. WCHR_EXFRESS. GEL?PPORTALPAR AM_PTCHAY=EP_VCHR_EXPRESS_C j 8 |4 x |3'_' Live Search R
| File Edt View Favorites Tooks  Help

7 Favarkes

(& Reqular Entry

+«NDF T+

Home:

=3

DMenws Windaw | Help |

=

Look Up Short Vendor Name

SetlD: SHARE
Short Vendor Name: [ begins wnhjwmco
Name 1: [begins with j|
Vendor ID: |heg|ns thj|
Classification: [= = |
Persistence: [= = =l

LookUp | Clear | Cancel |Bas\c Lookup
Search Results

1404

MIDCO DATA-001  MIDCO DATA BISMARCKING 0000024714 Supplier Permanent
MIDCO ENTE-001  MIDCO ENTERPRISES INC 0000037126 Supplier Regular
MIDCONTINE-004 MIDCONTINENT PUBLIC LIBRARY 0000073356 Supplier Reqular
MIDCONTIMNE-005 MIDCONTINENT BUSINESS SOLUTIONS 00000819246 Supplier Permanent

distart| | @ || & Regular Entry - Windo...

| @

=
S <

Step Action

17. Click the MIDCONTINENT BUSINESS SOLUTIONS link.
MIDCONTINENT BUSINESS SOLUTIONS]
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{ZRegular Entry - Windows Internet Explorer

|_[=]x]
@T\-_::v [ &1 https: 1vama connectnd. us/pspind/EMPLOVEEERP/</ENTER,_VOLCHER _INFORMATION. VCHR_EXPRESS GBLTPORTALPARAM PTCNAY=EP_WcHR_ExPRESS_C ]| & || 69| X | [0 Live Search Pl
| Fle Edt View Favortes Took Help

‘i Favorites (@ Reqular Entry

~*NDF T+

(=13

Mew Window | Help |

neen

Voucher

Find an Existing Yalue | Add a New Value \

Business Unit: Wq

Moucher ID: W

Moucher Style: Regular Youcher =
Short Vendor Name: [MDconTINE-D0s @

Vendor ID: [oonooziszs @

Vendor Location: W Q.

Address Sequence Numher:l—1q K

Invoice Number: [

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Eind an Existing Walue | Add a Mew value

i/ start J a@ ] & Reqgular Entry - Windo... J 7]

=
2 <«

\

Step Action \

18. Click the Look up Vendor Location (Alt+5) button.

=
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{Z Regular Entry - Windows Internet Explorer

@;t | |g, hittps: e, connectnd, us/pspindf EMPLOYEEERP ¢/ ENTER,_YOUCHER_IMFORMATION YCHR_EXPRESS, GBL?Folder—MYFAYORITES j 8 4] % |-f;' Live Search
jFlIe Edit  View Faworites Tools  Help

< Favarites & Regular Entry

+NDFT+*

ame t MuttiChannel Console
3

‘Z
T

Look Up Vendor Location

SetiD: SHARE
Yendor ID: 0000081924
Vendor Lu[:alitm:l begins with j |

LookUp | clear || cancel |pasic Lakup

Search Results

-6 ot
vendor LocationDescrintion________|
I098REPORT  SERYICES-MON ADVERTISING
2ZEEMIT ADYERTISING-3901 W LOUISE AVE
614291 VR USE OMLY
D 5P USE DMLY
A CHOOSE CORRECT LOCATION
N UTILITIES/SUPPLIES PO BOX 5010

o
o]

=
=

el
=

Step Action

19. For this vendor, there are three locations on this screen that most users
should never select for voucher:

1. MAIN - this one tells you to select another location.
2. 614291 - If you do not work for Voc Rehab, you will never use this.
3. BIDS - This is for the bidder system information only, not payments.

Therefore, your only payment choices for this vendor are:

1. 1099REPORT - For services other than advertising.

2. 2REMIT - Midcontinent wants their advertising payments to go to a
specific address, so you would select this location for advertising bills.

3. REMIT - Non reportable payments for utilities (monthly cable) or supplies.

Click the ADVERTISING-3901 N LOUISE AVE link for this topic.
DYERTISIMG-3901 M LOUISE AVE
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®Reqular Entry - Windows Tnternet Explorer

61:: R4 |E hitps: unsws.connectnd.us/pspindFt/EMPLOVEE [ERPC/EHTER_YOUCHER_INFORMATION.YCHR_EXPRESS GBLIPORTALPARAM_PTCIAY=EP_VCHR_EXPRESS_C |

| File Edt view Favortes Tooks  Help

| & |[##][ |8 Lz searcn ol

. Favorites @ Reqular Entry

**NDFT#*

ER

Mew Window | Help |

nizn

Voucher

[ _Eind an Exigling Value [ Add a New Value |

Business Unit: | EECEEN

Voucher ID: [uer

Voucher Style: Regular Voucher hd
Short Vendor Name: [MIDCONTINE-005 @

Vendor ID: [oonoetezs @

Vendor Location: IWQ

Address Sequence Number: |—4 [«}

Invoice Number: [T ads in June

Imvoice Date: [oBrzorzong (51

Gross Invoice Amount: |—1[IEI[I[I|J
Lines Entered: [

Adid

Find an Existing Value | Add & hew Value

Aistan| | @& || & regular Entry - windo...

| @

a |—
7 «

Step Action

20. Finish entering the correct information on this page.

21. Click the Add button.
Add
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/2= Regular Entry - Windows Internet Explorer

@T\;- [ https:/wim.connectnd usfpspindt/EMPLOVEE/ERP,C/ENTER_YOLCHER,_INFORMATION.YCHR_EXPRESS.GELAPORTALPARAM_PTCNAV=EP_ycHR_ExREss ¢ 3| &b |[#2)| | [ Live search B~
| File Edt View Favorites Tools Help

¢ Favortes @ Regular Entry

~+NDFT#*

Home
=
{ Imvuice ion Y_Payments | Voucher Affributes |

Business Unit: 32530 Invoice Number;  |TY @ds in June Budget Status:

Voucher ID: MEXT Invoice Date: 06/30i2008 [3H)

Voucher Style:  Regular Action: - Run Print Invoice|

PO Unit: @, Purchase Order: @ CopyFO Worksheet Copy Option: | None =

fendor: IWQ *Pay Terms: |DD—Q Now = Basis Dt Type Inv Date
Name: MO\ Control Group: I—Q Comments(i;

Location: W Y Accounting Date: lm

“Address: |—4Q Advanced Vendor Search  *CurTency: WQ Ilon Merchandise Summary
MIDCONTINENT BUSINESS Total: 1,000.00 M‘

SOLUTIONS Sesgsion Defaults
MIDCONTINENT COMMUMNICATIONS

ADVERTISING Withholding

3801 N LOUISE AVE

SIOUX FALLS, 5D 57107 o  —

Packing Slip:
= Line *Distribute by ftem D ipti Quantity UOM Unit Price Extended Amount
1 [amount ] | a | | [a] | 1,000.00
Ship To SpeedChart

BLHSC O Q I” use one asset ID Calculate

~ Distribution Lines
* Exchange Rste | Statistics

First " 1of 1"/ Last

o Amount  Quantity 'GLUNt  Account Openltem Oper Unit Fund Dept Program Class  DCEY  project Activity Source

BEr  [mwml  Emal  Jal al al al al al _al ] a| al—

Business Unit: 32580

Voucher ID: MEXT

Invoice Lil
Print Invoice Invoice Lines 0.000

Misc Charge Amount =

Freight Amount =

4
distart| | & |[ @ regular Entry - windo... | o

Step Action

22. Again, because the Withholding link appears, we will want to make sure

that the screen is set up correctly for our payment. This is a good habit for
all voucher enterers to get into.

ithhalding
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{2 Regular Entry - Windows Internet Explorer

H= B3
=) ; - = g [+ 7] e
) ® | &) https:/jumm connectnd usipspindt/EMPLOYEE/ERPYC/ENTER_WOLICHER_INFORMATION ¥CHR_ESPRESS.GBLPPORTALPARAM_PTCHAV=ER_wcHR_ExPRESS_c [ G ||#2 ¢ [ | Live Search

| Fle Edt Wiew Favorites Tools Help

¢ Favortes @ Regular Entry

xxNDFT**

=3

MewtWindow | Help | Customize Page | B

Withholding Information
Backto Imvoice
Unit: 32580 Invoice: TV ads in June

Vendor: 0000081925 MIDCOMNTINENT BUSINESS SOLUTIONS
VAT Entity: Voucher: MNEXT

Date: 0B/30/2009

Postpone Withholding ™

Invoice Line Withhold Information

First [ 1 of 1 [P Last
Line Description L i i =

Code
’ ~

[4] [¥]
\Withholding
R N . T i " Contract |Rule Apply -
Entity Tyne ‘Class Baslr?ml\;m Override 'Withholdin Applicable

| 1|WC\‘WQ ,HQ @| ,—Q‘F’ayment | 2 “El

&/ start J & J @ Reqular Entry - Windo..

Jols [

Step Action
23.

This page shows that the location we selected is set up for reporting on

withholding class 07 as it should be for advertising expenses. Click
the Back to Invoice link.

Back to Invaice
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{2 Regular Entry - Windows Internet Explorer

- [=]x]
6:: )@ [ ] hetps: fvom.connectnd,us]psp/ndftJEMPLOYEEJERP /¢ [ENTER_VOLICHER_INFGRMATION.VCHR_EXPRESS.GBL7Fokder=MYFAVORITES =11 & |[#+]| x| [ Live Search pl-
| Fle Edt View Favorites Tools Help

¢ Favortes &8 pegular Entry

xNDFT**

=
MewWindow | Help | Customize Page | B, <]
| Invoice ion Y Payments ) Vaucher Aftributes
Business Unit: 32580 Invoice Number: |1 35S in June Budget Status:
Voucher ID: NEXT Invoice Date: 0B/30/2008

Voucher Style:  Regular Action: =] | Run M‘
PO Unit: @, Purchase Order: Q| CopyPO Worksheet Copy Option: | None 2

Vendor:  [00000&1 925 Q *Pay Terms: 00 Q Mow 75 BasisDtType InvDate

Name: MIDCONTINE-005| & Control Group: Q Cormrments(o)

Location:  |2REMIT Q Accounting Date: [0%/24/2009 [

*Address: 4 Q. agvanced Vendor Gearch  *Currency: UsD Q Ion Merchandise Summary
MIDCONTIMENT BUSINESS Total: 100).00 Calculate

SOLUTIONS Session Defaults
MIDCONTINENT COMMUNICATIONS "

ADVERTISING Withholdin

3801 N LOUISE AVE
SIOUXFALLS, 5D 57107

Packing Slip:

imsice Lines d | View All First 4 1 or 1 [H Lo
[=] Line ‘Distribute by Kem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | Q| | e [ 000
Ship To SpeedChart

BLHSC QL Q I use One Asset ID Caleulate

~ Distributioh Lines

Customize | Find | View Al | %8 First " 4ot " Last

Y ExclengeRate | Staftistics | Assets

o Amoumt  Quantity ‘GLUnR  Account Oper Unit Fund Dept Class Budget Date Eﬁ,ﬁ j % Source

Type
Er 1 0.00 32500 O Q Q Q Q QL 09/24/2009 a | a | Q Q

Business Unit: 32580

oucher ID: MNEXT

Print Invoice! Invoice Lines 0.000

Misc Charge Amount =]

Freight Amount =

4] | _’ld
i start J a J & Reqular Entry - Windo... =

Step Action

24, After checking the withholding link, users would normally budget check the

voucher and continue processing it for payment. We will stop here for this
topic.

25. You have just seen a variety of ways to select the proper location for your
vouchers. These instructions demonstrate how important this is for entering
vouchers correctly. It will also save time when it comes to cleaning up your
agency's 1099-MISC reporting.

End of Procedure.
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ST 3.1.2 -Paying Employees
Paying State Employees

Specific rules are to be followed when making all payments to employees:

e When using PeopleSoft Financials, a "state employee" is defined as a worker
employed by a state agency on the PeopleSoft payroll system and who has been
assigned an employee ID (EMPL ID).

e Even though a worker is employed by a state agency other than the one making
the reimbursement, that worker is still considered a "state employee."

o All payments to employees of state agencies are to be made using the EMPL ID.

e This rule does not apply to employees of the ND University System, however.
Please contact Vendor Registry at spovendor@nd.gov to request a separate
vendor number to be set up for a Higher Ed employee.

e If a payment to an employee needs to be reported on a 1099, regardless of the
dollar amount, a second location called 1099 will be added to the employee's
vendor that will allow reporting.

e The default location will remain HOME as entered automatically through Payroll.
You can choose the correct location while entering the voucher. This topic will
walk the user through the various options.

There is much more information on this topic available at:
http://www.nd.gov/vr/docs/1099-payments-to-ee.pdf. Please refer to that website as
well.

Procedure

This topic shows how to pay employees of state agencies for reimbursements or
temporary, reportable services.

PLEASE NOTE: Any employee paid for services outside of their normal scope of work
should be set up on payroll as a "multiple job" employee. These instructions are for one-
day or occasional stipends for performing work for another agency than their employer.

Page 19
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{Base Navigation Page - Windows Internet Explorer

6@’ |g‘ nnectnd JEMPLOYEE) 16_PTPP_SC, HOMEPAGE FicldFarmnula, IScript_ARpHP?pt_fname=EPCO_ACCOLNTS_PavapLesFal =] &4 |42 % |’,' Live Search 2=

| File Edt View Favorites Took Help

7 Favorites (& Base Navigation Page

~NDFT+*

Menu

Hotne:

Search:

i k2
® ﬁ Vouchers

I My Favorites

© Supplier Cantracts Addl, martain, and spprove vouchers

> Vendors AddiUndate Maintain ﬁ Approve

I Purchasing A and upslate vouchers Revizw and correct voucher srrors Apprave vouchers.

1 eProcurement = Recylar Entry =) Woucher Build Error Detail = Approve Voucher

I Services Procurement E] Close Vaucher = Woucher Maintenance Search = Reauest Woucher Batch
> A S =l Delete voucher = Woucher Maintenance

b Vouchers
[ Balch Provesses
> Review Accounts Payable

Infa

I Reports

I Azset Managemant

> Commitment Contral

I General Ledger

> Set Up Financials/Supply
Chain

I Worklist

I Tree Manager

I Reporting Tools

I PeopleTools

> ND Utilities & Interfaces

I NDS Reports

- Tax Center

— Backto Portal

- Change My Password

— My Personalizations:

- My System Profile

distan| | & || & Base Navigation Page... | o

: [

Step Action

1. Let6bs start ent eClickihg Acczounte Rayablelinic her .
[l Accounts Payahlel

2. Click the Vouchers link.

3. Click the Regular Entry link.
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/2 Regular Entry - Windows Internet Explarer

MEE
GT\'—_;" [ ] https:ivuwus.connectnd.us/pspindfa/EMPLOYEEERPic/ENTER_VOLICHER_INFORMATION.YCHR_EXPRESS GBL?Folder=YFAVORITES =1 & [[#2) | [ e search L-
| File Edit View Favortes Tods Help

¢ Favorites (@ Reqular Entry

«+NDFQ+

(=13

Mew Window | Help |

Voucher

[ Eind an Exisling Yalue | Add a New Value

Business Unit: 32680 Q
Moucher ID: NEXT

Voucher Style: W
Short Vendor Name: ,— Q

Vendor ID: [

Vendor Location: [

Address Sequence Number: l—u a

Invoice Number: [

Invoice Date: &

Gross Invoice Amount:
Lines Entered: 1

Add

Find an Existing Value | Add a Mew Value

& start J @ J /& Regular Entry - Windo...

Step Action \

4, In the first example we are going to reimburse a fictitious employee for travel
reimbursements. Enter "7999999" (a 7 and six 9s) into the Vendor ID field.

5. Click the Look up Vendor ID (Alt+5) button.

=
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{2 Regular Entry - Windows Internet Explorer

(=]
6::' [ ttps:ifermew. connectndusfpsp ndfofEMPLOYEE [ERRc [ENTER_YOLICHER_INFORMATICH, WCHR_EXPRESS, GBLTFalder=MYFAVORITES =1 & ] (¥ [ x| [ Live soarcn Pl
| File Edit Yiew Favortes Took Help
¢ Favortes @ Reqular Entry

*>*NDFQ»*

(=3

e wingow | Heip | B

Look Up Vendor ID

SetlD: SHARE
Vendor ID: [begins with =] [7ag953
short vendor Name: [ hegins with =] |

Name 1: [beging with =] |
Classification: |= j |
Persistence: [= =

Ll

LookUp | clear || cancel | pasiclookun

Search Results

1of1
‘'endor ID Short Yendor Hame Name 1 Classification Persistence|
7999303 7495943-001 TEST EMPLOYEE Employee

Eeaular

#seart| | & |[ & reguiar entry - windo...

Jo2 [«

Step Action

6. Click the 7999999-001 link.

By looking up the Vendor ID, the voucher user can make sure the correct
name matches up with the EMPL ID entered.
79999959-001
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ST Module 37 1099 Vendor Reporting

| File Edit View Favortes Tods Help

- |g, https: /i connectnd. us/psp/ndfo/EMPLOYEE/ERP/c/ENTER,_VOUCHER,_IMFORMATION VCHR_EXPRESS GEL?Folder=MrFAVORITES

=0 & [ [ox| 2 e searer e

¢ Favorites (@ Reqular Entry

**NDFQ**

(=13

Voucher

[ Eind an Exisling Yalue | Add a New Value

Business Unit: 32680 Q
Moucher ID: NEXT
Voucher Style: Regular Youcher h

Short Vendor Name: ,W @
venlor ID: [EEEEIE
Vendor Location: W Q
Address Sequence Number: |—1 a k

Invoice Number:

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Find an Existing Value | Add a Mew Value

& start J @ J /& Regular Entry - Windo...

Mew Window | Help |

=

Jo2 I«

\

Step Action \

7. Let's check out the location next. Click on the lookup icon.

Q
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{2 Reqular Entry - Windows Internet Explorer

@_.;‘/ )= [&] https: fuvs connectnd. usipspindfa /EMPLOVEEERP ¢ /ENTER_YWOLICHER_INFORMATION, YCHR_EXPRESS, GBL?Falder—hIYF AVORITES BIEYE R e

JFMe Edit View Favorites Tools  Help

S Favorites @ Regular Entry

«~+NDFQx

MLt hE!

=

Look Up Vendor Location

SetiD: SHARE
Vendor ID: 79499999
Vendor Lm:aliun:l begins with j |

LnnkUpl Clear | Cancel IEaS'CLOOkuD

Search Results
12012
‘endor Location Description
1099 1089 REPORTABLE SERVICES
OME EMPLOYEES HOME ADDRESE

e

&start]| | & || @ regular entry - windo...

| @

Mew window | Help | [

]

7

Step Action

8. We will stop here and explain the different locations an employee can have.
The location of HOME will always be the default location; this means that if
no location is selected by the user, this one will fill in. The HOME location is
to be used for all reimbursements, especially travel. There is no 1099
reporting set up on this location.

If a state employee receives the occasional payment for services outside the
scope of their normal work duties, such as a speaking fee, they will have
another location set up called 1099 REPORTABLE SERVICES. This
location is set up for reporting on a 1099-MISC form.

In this case, click the HOME link.
HOME
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{2 Reqular Entry - Windows Internet Explorer

MEE
Gz_j ) =[] etps: i, connectnd.usipspindfa/EMPLOYEE [ERP=/ENTER_VOLICHER _INFORMATION.VCHR_EXPRESS, GEL7Falder—MYFAYORITES =108 [[##] x| [ Lo search P~
| Fle Edt View Favorites Toos Help

¢ Favoritss @ Regular Entry

**NDFQx*

=

New Window | Help |

Youcher

J/_Find an Exisiing Yalue )" Adda New Value

Business Unit: [3z5e0 @

Voucher ID: [NE<T

Voucher Style: Regularvoucher |
Short Vendor Name: ,W Q

vendor ID: [rosogs @

Vendor Location: [rome @

Address Sequence Number: |—1 a,

Ivoice Number: [irip 1o washingtan DC

Invoice Date: [oBmerzo08 | 5

Gross Imice Amount: [ 123450
Lines Entered: [

Add

Find an Existing Value | Add a New Valug

distant| | @ || regular Entry - windo...

| e

7 |BE

Step Action

9. Complete this page by entering the Invoice Number, Invoice Date, and
Gross Invoice Amount.

10. Click the Add button.
Add
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/2 Regular Entry - Windows Internet Explorer

(5]
@_\: - |g https: e, connectnd.usipspindF gEMPLOYEE [ER P [ENTER _YOLICHER_INFORMATION ¥CHR_EXPRESS GELTFolder=MyFAVORITES

1[G 4| [8 e searcn ol

| File Edit Yew Favortes Tools Help

. Favorites

& Regular Entry

**NDFQ#*

Home
3

NewWindow | Help | Customize Page | /& Al

" Invoice ion ' Fayments | Youcher Afiributes |

Business Unit: 32500 \voice Number: 1P 1o washington DG

Budget Status:
Inwoice Date: 08/09/2008 [
\oucher Style:  Raguiar Action: [ =]_Run | Printioice

‘oucher ID: MNEXT

PO Unit: [ @ Puchaseorder: [ Q@ _CopyPO Worksheet Copy Option: [Hone ]
vendor:  [fogames Q@ “Pay Terms: [0 L how &  BasisDtType InvDate
Name: [reaosgaom Q Control Group: — Q Compmentsil
Location: [HOME Q@ Accounting Date: [P9752008 |5
“address: [ 11O pganced vendor Search  *Currency: [ust @ hon Werchandize Summary
TEST EMPLOVEE Total: [ 423156 _Calulate
EMPLOYEES HOME ADDRESS Session Defaults
ANYWHERE AVE

‘wiithholding
BISMARCK, ND 58501

Packing Slip:

i First (44 o1 1 [ Lad
[®][=] Line ‘Distribute by Kem ipti Quantity UOM Unit Price Extended Amount
1 [Amount =] | a 1,234 56

Ship To SpeedChart
BLHSC | @ Q
~ Distribution Lines
Exchange Rate

™ Use One Asset ID Calculate
nd | v i First o4 [ Last

Y Statistics

Down Amount Quantity “GL Unit Account Oper Unit Fund Dept

Class Budget Date flrcmﬂ Project Activity Source

TIype
=l 1| 1,234.56 32500 O Q Q Q Q @, 097252008 a

Business Unit: 32580

Voucher ID:  NEXT

Print Invoice Invoice Lines 0.000

Misc Charge Amount &=

Freight Amount l— =]

Bl | ;l_l
i/ start ]@ J {& Rregular Entry - Windo... J o |7 |BE

Step Action

11. Click the Withholding link.

Even though we know that there should be no reporting on the HOME
location, it is smart to always double check if you see this link appear.

ithhaldirg
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{& Reqular Entry - Windows Internet Explorer

[_[5]]
G;:;v [8] hetas: tfvwrmn conmectnd,uspspindfa/EMPLOYEE/ERFc [ENTER,_VOLICHER_INFORMATION, VCHR_EAPRESS, SBL7Folder=M{FAYORITES =10 & ][ /[ | [ Live Search el
| Fle Edit view Favortes Tools Help

7 Favorites

& Regular Entry

=

Unit:
VAT Entity:

*Entity

«NDFQ#+

Withholding Information

Biack to Invoice

Postpone Withholding ™

Invoice Line Withhold Information

Line Description

‘Withholding Details

MewWindow | Help | Custamize Page |

32680 Invoice:  trip to washington DG Vendor: 7935398

Youcher: NEXT

TEST EMPLOYEE
Date: 08/08/2009

First 4 1ot 1 M Last

Code

First 4 1 or 1 [F] Last

‘Withholding
e S Murieiction |4 - Contract | Rule Apply .
Type Class Basllsri:;m Override |ithholdin Applicable

L

1 start! J @

A A & T af [ e EE

|| @ regutar ntry - windo.. | o

HTE]

Step

Action

12.

This page is blank, the way it should be.
Click the Back to Invoice link.

Back to [nvoice
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Regular Entry - Windows Internet Explorer

[_[=]x]
@T\: ) % [&] hitps: frovns connectnd.usipspindfa/EHPLOYEE [ERFIGIENTER, OUCHER_INFCRMATICH, YCHR,_EXPRESS, GBLFolder=HYFAYVORITES =1 & |[#2] x| [R5 Lve Search P~
| File Edit View Favortes Toos Help

7 Favorites

(& Reqular Entry

**NDFQ#*

TEST EMPLOYEE

ANVWHERE AVE

Home
=3
Rew Window | Help | Custornize Page | 2, Al
{ Inuoice ion | Payments | woucher Aftributes
Business Unit: 33580 Invoice Humber: [P 10 washington DC Budget Status:
Voucher ID: MEXT Imvoice Date: 0810912008 [

Voucher Style:  Regular Action: =| Run | Printinvoice
PO Unit: @ Purchase Order: Q _GCopyPO Worksheet Copy Option: [Nene =]

Vendor: [amesss Q Py Torms: [0 @ How 7  BasisDtType InvDate

Name: [Fasasasoor @ Control Group:  a Cormments {0

Location:  [HowE @ Accounting Date; 0977572008

nadress: [T 1O aancen vengor Seacn  *Currency: [ustia Hon Merchandise Summary

EMPLOYEES HOME ADDRESS

BISMARCK, ND 58501

invoice Lines First (4] 1 o 1 [ Lag
)= Line ‘Distributeby ltem i Quantity UOM  Unit Price Extended Amount
N e Y P e e
Ship To SpeedChart

BLHSC @ fozoz G I Use One Asset ID Calculate
~ Distribution Lines
Exchange Rale

Total: 1,234.56 Calculate

Session Defaults
Withhalding

Packing Slip:

Y Stalistics

Business Unit: 32580

Moucher ID:  NEXT

Print Invnice|

<

BudgetDate  ESBUS  project Actiity Source

Type

1] 123458 32500 Q) [F21078 Qo @ 212 Q fozoz @ 901707 @ 09r2512000 [z=00 Q [z212 Qoo Q [Frror @

Amount Quantity *6L Unit  Account Oper Unit Fund Dept Class

Imvoice Lines
Misc Charge Amount [ =

Freight Amount |— =]

| o
distart| | @ || @ regular entry - windo..

| @

7 L@

Step

Action

13.

Voucher users would continue entering in the accounting information
necessary for this travel reimbursement and save the voucher. Upon saving,
the user will get the warning on the screen on the next page.
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{ZRegular Entry - Windows Internet Explorer

- [5]x
= . o =& [+ B2 i 2l
&9 ¥ |€] hktps:fwan connectnd usfpspindfa/EMPLOYEEERPYC/ENTER_VOUCHER_INFORMATION.VCHR_EXPRESS GELTFolder=MYFAVORITES i 4| | X | | Live Search
| Fie Edit ‘View Favorites Tools Help
o Favorites (@ peqular Entry

«~NDFQ»

EQ

New indow | Help |

Inuoice line is withhold applicable butwithholding information not provided. (7030,347)

Mo withholding information has been entered for the voucher line that is marked as withholding

Press CANMCEL to go back and enter the withholding infarmation
Press OKto change all voucher lines to non-withholding and save the vaucher.
0K Cancel

) start] J é J & Regular Entry - Windo... J o ‘ T @

Step Action
14.

This screen will appear whenever a non-reportable location is used on a

reportable vendor, in this case, an employee that also receives contract
pay.

Click OK to keep the reimbursement non-reportable.
0K
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{2 Regular Entry - Windows Internet Explorer

- [5]x]
@T\:\/" J2] hetps:ivuwus.comnectnd. s pspint /EMPLOYEE[ERP/c/ENTER,_VOLCHER_INFORMATION. YCHR,_EXPRESS GEL7PORTALPARAM_PTCNAV=EP_vCHR,_Express e vl 8 |[#2]] | [B e search L~
| File Edit View Favortes Tools Help

¢ Favories

(€ Regular Entry

s NDF T

ER

N wingow | Hetp | B,

Youcher

{ Eind an Biisting ¥alue | Add a New Value

Business Unit: 32580 QL
Voucher ID: MNEXT
Voucher Style: Regular voucher -

Short Vendor Name:
vendor ID:

ECECEEE Y
[}
s

Vendor Location:

Address Sequence Number:

Invoice Number: [
Invoice Date: [5
Gross Invoice Amount: 0.00
Lines Entered: 1
Addd

Find an Existing Value | Add a Mew value

distart| | & || € regular Entry - Windo...

[els =

Step Action

15. In the next example we are going to pay this same employee a one-time

payment for contract work. Enter "7999999" in the Vendor ID field (a 7 and
six nines).

16. An employee vendor ALWAYS defaults to their HOME location, which is not

set up for reportable payments. Click the Look up Vendor Location
(Alt+5) button.
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/2 Regular Entry - Windows Internet Explarer

MEE
GT\'—_;" ] https:ivuwuv.connectnd.us/psn/ndft/EMPLOYEEERPI/ENTER_YOLCHER_INFORMATION. VCHR,_EXPRESS GEL7PORTALPARAM_PTCNAY=EP_ycHR_ExpRess_c || & || || x| [0 Lve search Li-
| File Edit View Favortes Tods Help

¢ Favorites (@ Reqular Entry

+*NDFT#*

(=13

Mew Window | Help |

Look Up Vendor Location

SetiD: SHARE
Mendor ID: 7999989
Ventlor Location: [begins with ] |

LookUp | clear | cancel | gasic Logkup

Search Results
12012
‘endor Location Description
1099 1098 REPORTABLE SERVICES
MAIN HOME

& start J @ J /& Regular Entry - Windo...

Step Action

17. This screen shows how Vendor Registry labels the location for employees.
Click the 1099 REPORTABLE SERVICES link.
[1099 REPORTABLE SERYICES]
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Regular Entry - Windows Internet Explorer

- |g, https:jfwwwn. connectnd.usfpspindft/EMPLOVEE JERPc[ENTER_VOUCHER_INFORMATION WCHR_EXPRESS. GELFPORTALPARAM_PTCNAY=EP_WCHR_EXPRESS_C j CYESIES |:f Live Search
| Fie Edit ‘View Favorites Tools Help

o Favorites @ Regular Entry

+*NDFT**

Horme
»

New Window | Help | [&!

=)

Youcher

Eind an Existing Value } Add aNew Value

Business Unit: [3z580 o

Voucher ID: =

Woucher Style: W
Short Vendor Name: ,WQ

vendor ID: EEECES

Vendor Location: ,maﬁ— Q

Address Sequence Number: |_1 Q

Invoice Number: [FavFoR sERMICES

Invoice Date: ME}

Grossivoice Amount. | 0000
Lines Entered: [

Add

Eind an Existing Yalue | dd a Mew Value

@start| | & || regular entry - vindo...

Step Action

18. Finish entering your information on this page.
19. Click the Add button.
Add
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Regular Entry - Windows Internet Explorer

] https:ivuwuv.connectnd.us/psn/ndft/EMPLOYEEERPIC/ENTER_YOLCHER_INFORMATION. VCHR_EXPRESS GEL7PORTALPARAM_PTCNAY=EP_ycHR_ExpRess_c || & || || x| [ Lve search pi-
| File Edit View Favortes Tods Help

¢ Favarites (@ Reqular Entry

+*NDFT#*

Home
(=13
New Window | Help | Customize Page | 8 2]
[ Invoice ion Y Payments | Youcher Atiributes |
Business Unit: 32580 Invaice Number:  |PAY FOR SERVICES Budget Status:
Voucher ID: MEXT Invoice Date: 06302008

Voucher Stvle:  Regular Action: ~| Run Print Invoice
PO Unit: @ PurchaseOrder: [ |Q_CopyPO |  worksheet Copy Option: [None =]

Vendor: [rogaaas @ *Pay Terms: ’UU— Q1 Mowr =] Basis Dt Tyne InvDate

Name: [Fesoags-oor Control Group: & Comments(d

Location: [10as | Q Accounting Date: [o7i0ziz008 [

*adiress: [ 1Q aguanced vendor Gearn  "Currency: [0s0 & MNon Merchandise Summary
TEST EMPLOYEE Total: [ eonoo | Caleuat

EMPLOYEES HOME ADDRESS Sesgion Defaults

AMNTWHERE AVE
BISMARCHK, ND 68601

Wwithholding

Packing Slip:

Ivoice Lines

[E][=] Line ‘Distributeby ftem Description Quantity UOM  Unit Price Extended Amount
1 [amount =] | Q| [ a | [ 500,00
Ship To SpeedChart

BLHSC QL foinz & I" use One Asset ID Calculate

~ Distribution Lines
GL Chart Y Exchange Rate
S—:‘x’" Amount  Quantity *GLUnit  Account Openltem Oper Unit Fund Dept Program  Class E;:“E“s Project Activity Source

Unit Twoe
=r 1] o000 32500 @ [Fz3085 Q Qfeor @[z @ foz Q a ani7o @ 2800 @ [z212 Q [oo Q [Frvo7

First "1 on1 " Last

Y Statistics

Business Unit: 32580

Moucher ID: MNEXT

Invoice Li
Print Invoice Invoice Lines 0.000

Misc Charge Amount =

Freight Amount l— =

il | _’I;I

A start J @ J /& Regular Entry -

Step Action

20. It is good practice to always click the Withholding link it if shows up on a
voucher.
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{ZRegular Entry - Windows Internet Explorer

|_[=]x]
@T\-_::v [ &1 https: 1vama connectnd. us/pspind/EMPLOVEEERP/</ENTER,_VOLCHER _INFORMATION. VCHR_EXPRESS GBLTPORTALPARANM PTCNAY=EP_WcHR_ExPRESS_C ]| & || 69| X | [0 Live Search Pl
| Fle Edt View Favortes Took Help

¢ Favorites

/& Regular Entry

s*NDFT#*

(=13

Mewwindow | Help | Customize Page | B,

Withholding Information
Backio Invoice

Unit: 32580 Invoice:  PAY FOR SERVICES Vendor: 7999999 TEST EMPLOYEE
VAT Entity: Voucher: NEXT Date: 06/30/2009

Postpone Withholding =

Invoice Line Withhold Information in First 40 1 ot 4 [ Last

. +
Line Description i i =

Code

Withholding Details First [ 1 o 1 [ Last

Customize | Eind
- . = Contract  Rule

I =S s Reference |Override W“hhulum —MT’?
B ES s = w alpamet [ F  [E[=

‘Entity Twpe

i/ start J @ ] & Reqgular Entry - Windo... s F

Step Action

21. Click the Look up Class (Alt+5) button if you need to see if any other
withholding classes are available.

=
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{#ZRegular Entry - Windows Internet Explorer

- [5]x
GT\_—: |- |g, https:jfwwwn. connectnd.usfpspindft/EMPLOVEE JERPc[ENTER_VOUCHER_INFORMATION WCHR_EXPRESS. GELFPORTALPARAM_PTCNAY=EP_WCHR_EXPRESS_C j 8 (4| |:' Live Search R~
| Fie Edit ‘View Favorites Tools Help

o Favorites (@ peqular Entry

+*NDFT#+

EQ
e indow | Help |
Look Up Class
Vendor SetiD: SHARE
Wendor ID: 7999959
Vendor Location: 1099
Withholding Entity: RS
Withholding Jurisdiction: FED
ling Type: 1099
Withholding Class: [begins with j|

LookUp | clear || cancel | gasic Lapkup

Search Results
12012
fithholding Class Description
Other Incame
Mon-Employee Compensation

535

@star| | & || regular entry - vindo...

Step Action

22. In this situation we want to leave the class as Non-Employee Compensation
because the payment is for services. Class 03 should be used for unearned
income only (no services were provided). Click the 07 link.
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Regular Entry - Windows Internet Explorer

| Fie Edit ‘View Favorites Tools Help

¢ Favorites @ Regular Entry

+*NDFT**

Horme
»

Withholding Information

< Backio Invoice )

20 Invoice:  PAY FOR SERVICES Vendor: 7999399 TEST EMPLOYEE

VAT Entity: Voucher: NEXT Date: 06i30/2009

Postpone Withholding I~

Invoice Line Withhold Information

First (4 1 of 1 (7] Last

Line Description

Code

Withholding Details 18 st (o1 Y gt

Withholding
. . e . Contract |Rule  |Apply ,
‘Entity | "Tyne Class Bias'r?i::“ Reference |Override Withholding | A2R1ICable

| 1|l afoe affE e el ™ fpayment F ==

@start| | & || regular entry - vindo...

Hew Window | Help | Custorize Page |

Step Action

23. Click the Back to Invoice link.

Page 36




Training Guide
ST Module 37 1099 Vendor Reporting

{#FRegular Entry - Windows Internet Explorer ME
6: =[] httms: /s connectnd us/pspindit /EMPLOVEE/ERP/C/ENTER_VOLICHER_INFORMATION. YCHR_EAPRESS GELIFORTALPARAM FTCAY=EP_vcHR_ExpRess x| & |[#2)| X | [ Lve search P~

| File Edit View Favorites Tooks Help

7 Favorites

& reqular Ertry

~+*NDFT#*

=
HewWindow | Help | Customize Page | 5 4]
| Inwoice ion | Payments | Woucher Aftributes
Business Unit: 32560 Invoice Numper: |74 FOR SERVICES Budget Status:
Voucher ID: MEXT Invoice Date: 06/30/2009
Voucher Style:  Reqular Action: =] _Run_| Printinvaice|

PO Unit: @, Purchase Order: Q. CopyPO Worksheet Copy Option: |MNone =

vendor:  [fsommsa Q Py Terms: 0o Now 7  BasisDtType InvDate

Name: [Feesess-oor @ Control Group: [ a Cormments(;

Location:  [1008 Q Accounting Date: [07/027000 [
*Address: ,—1Q Advanced Vendor Search  *CUrrency: WQ Mon Merchandise Surmmary
TEST EMPLOYEE Totak Gono0 _Caloulate |

EMPLOYEES HOME ADDRESS Session Defaults
ANTWHERE AVE Withhalding

BISMARCK, ND 58501
Packing Slip:

[=] Line -Distributeby item ipti Quantity UOM Unit Price Extended Amount
1 [pmount =] | a e ewog
Ship To SpeedChart
IMQ WQ I~ Use One Asset ID Calculate

~ Distribution Lines Customize | Find | Viev: 4

First 410" Last

GL Chart Y Exchange Rele | Sidlislics | Assets
%ﬁfn Amount  Quantity *GLUnit  Account Openftem Oper Unit Fund Dept Program  Class EC BUS  projecy Activity Source

Unit TIype
EC 1 600.00 32500 Q [623005 Q Q faot @ |Hz @ joz02 Q Qo017 Q@ |32500 Q2212 Q oo Q|FFYO7

Business Unit: 32580
Moucher ID:  NERT

Imsice Lines
Print Invoice| 0.000

Misc Charge Amount [~ =

Freight Amount ,— =]

4 | _>ILI

distan| | @ || & regular Entry - windo... | @ ‘ g F

Step Action

24, After checking the withholding link, you can save and budget check the
voucher.

25. You have just seen how to select the proper location when paying state
employees. By selecting the correct location for your situation, you can save
your agency and the employee a headache!

If you would like more detailed information on paying employees, please see
the web site at http://www.nd.gov/vr/1099/payments-to-employees.pdf.
End of Procedure.
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ST 3.1.3 -Checkoff Refunds from Commaodity Groups
Checkoff Refunds from Commodity Groups

This topic concerns AP users from the agricultural commodity groups that enter
vouchers for their check-off refunds of grain tax assessments. It can also be
instructional to other agencies as to why they should not select any location that says
"Commodity Group Use Only."

Procedure

Several state agencies are also agricultural commodity groups, who do special reporting
on an IRS 1099-G form. Vendor Registry has set up unigue locations for them to use.
For this exercise, pretend that you need to refund a tax assessment for an agricultural
commodity.
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{2 Regular Entry - Windows Internet Explorer

- [2]]
6@- |g https: / fwwm, connectnd. us/pspjindft [EMPLOVEE JERPicfENTER_WOUCHER _TNFORMATION, WCHR_EXPRESS, GEL?PORTALPARAM_PTCHAY=ER_VCHR_EXPRESS_C j g [[#1| x |{' Live Search R
| Fle Edt Wiew Favortes Toals Help

oy Favorites @ peqular Entry

*NDF T+

=3
hew Window | Help | [,
Youcher
Eind an Existing Yalue | Add a New Value \
Business Unit: 2530 Q
oucher ID: NEXT
Youcher Style: Regular Youcher B

Short Vendor Name: Q
Vendor ID: Q
Vendor Location: Q

Address Sequence Number: 0a

Invoice Humber: [
Invoice Date: [
Gross Invoice Amount: 0.o0
Lines Entered: 1
Add

Find an Existing Walue | Add a Mew Value

distart| | @ || & Regular Entry - Windo...

Step Action

1. Go to Accounts Payable > Vouchers > Regular Entry again.
Resular Ertry

2. Enter the correct vendor number into the Vendor ID field.
Enter "0000109213".
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& Regular Entry - Windows Internet Explorer

|- [5]x]
GT;,, [&] hitps: ivrons conmectnd usipspindft/EMPLOVEE ERPICENTER_VOLICHER_INFORMATICH.¥CHR_EXPRESS.GELPPCRTALPARAM _PTCNAY=EP_vCHR_Express ¢ x| G || 42| | [8 Live search £~
| File Edit View Favorites Tools Help

U Favorites @ Reqular Entry

«NDFT+

=

HewWindow | Help | [,

Voucher

{ Eind an Exsfing Value | Add a New Value

Business Unit: [32s80 @

Voucher ID: Nest

Voucher Style: IWI
Short Vendor Name: I—Q

Vendor ID: [ooooioez13
Vendor Location: [ a
Address Sequence Number:[ 0 @

Invoice Number:

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Find an Existing Value | Add a New Value

Histart| | @& || @ regular entry - windo..

Jolp &

AN

Step Action N\

3. Click the Look up Vendor ID (Alt+5) button to verify.

=
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{#ZRegular Entry - Windows Internet Explorer

- [2]]
G@:- [ hetpsi fosnos. connectnd usfpsp e t/EMPLOVEE [ERPYc/ENTER_YOLICHER_INFORMATION,YCHR_EVPRESS, GBLPORTALPARAM_PTCNAY=EP_vCHR_ExPRESs (]| b |[ 2[5 | [ Live Search L~
| Fle Edt view Favortes Tools  Help
< Favorites & Reqular Entry

«+NDF T+

EQ

Home

Iew Window | Help |

=)

Look Up Vendor ID

SetlD: SHARE

ventor ID: [egins with =] [o000709213

Short Vendor Name: [begins with =] [

Name 1: [egins witn =] [

Classification: [= = =

Persistence: [= = |

Look Up | Clear | Cancel |Basm Loakup
Search Results
1of1

fendor ID  Short Vendor Name Hame 1 Classification Persistence|
0000108213 REPORTABLE-001 1099 REPORTABLE TEST WVENDOR Supplier Regular

Histant| | & || @ regular Entry - windo...

Step Action

4. Click the REPORTABLE-001 link.
EEPCORTABLE-001
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{ZRegular Entry - Windows Internet Explorer

6@* |g‘ hitps: s .connectnd. us/pspindFt EMPLOVEE/ERP/c/ERTER,_VOUCHER INFORMATION.¥CHR,_EXPRESS, GELTPORTALPARAM_PTCNAY=EP_VCHR_ExPRESS o =] & ||42|[ X |:,' Live Search

| File Edt View Favorites Took Help

< Favorites

(& reqular Entry

~NDFT+*

ER

VYoucher
/ Find an Existing Value_j” Add a New Value

Business Unit: WQ

Voucher ID: e

Voucher Style: Regular Voucher -
Short Vendor Name: lm Q

ventlor ID: [poootoazia|

Vendor Location: WQ

Address Sequence Number:[ 1@,

Invoice Number: [

Imvoice Date: )

Gross Invoice Amount: 000

Lines Entered: 1

Add

Find an Existing value | Add a New Value

i start J @ ] /& Regular Entry - Windo...

| @

Mew window | Help.

=

nizn

E

Step Action

5. Next, click the Look up Vendor Location (Alt+5) button.

=
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_[=]x]
(3N . o o =& |+ 7] ol
oy % |21 hktpss) iy, connectnd.usipspindftEMPLOVEEERP c/ENTER_YOLICHER_INFORMATION ¥CHR_EXPRESS. GELPPORTALPARAM_FTCHAY=EF_#CHR_EXFRESS G E || K| |8 Live Ssarch
| File Edt View Favortes Tools Help

7 Favarites

(& Regular Entry

x«NDF T+

=3

Look Up Vendor Location

SetlD: SHARE
Vendor ID: 0000109213
Vendor Location: | begins with j |

LookUp || ciear || cancel | Basic Lookun

Search Results
120f2

fendor L ocation Description
1098-G COMMODITY GROUP USE OMNLY
WA ALL PYMTS REPORTABLE OR NOT

distart| | & || & regular entry - windo...

new window | Help | 2

Jelz [«

Step Action

6.

agencies should use this location.)
Click the COMMODITY GROUP USE ONLY link.
[COMMODITY GROUP USE OMLY]

In this case, we need to make sure that the location called "1099-G" is
selected. (As you can see by the description, only commodity group
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{#ZRegular Entry - Windows Internet Explorer

6:: )% [ hitps: oo connectnd.usfpsp/nft/EMPLOYEE JERFJE/ENTER_VGUCHER_INFORMATICH. VCHR_EXPRESS, GBLFolder=MYFAYCRITES =3 [[45) x| [ e Search R~

| Fle Edt View Favortes Tools Help

<y Favorites @ Regular Entry

NDF T

1=
New Window | Help |
VYoucher
|_Find an Existing Value | Add a New Value B
Business Unit: 32680 QL
Voucher ID: MEXT
oucher Style: ReqularVoucher [=!

Short Vendor Name: [REPORTABLE-001 O

Vendor ID: [ooooioszia @

Vendor Location: ,WQ

Address Sequence Number: ,—1Q

Invoice Number: |ral|.mﬂ tax assessment

Invoice Date: [o6r227z008 [

Gross imvoice Amount: [ 5000
Lines Entered: [

Add

Find an Existing Walue | Add a Mew Value

distart| | & || Regular Entry - windo... | e | : F

Step Action

7. Complete the rest of the fields on this page. Click the Add button.
Add
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G—\—: J =[] https:oman connectnd. usfpspindrt/EMPLOYEE [ERP/cJEHTER YOUCHER_INFORMATION VCHR_EXPRESS. GBLFPORTALPARAM_PTCHAV=EP_ticHR_ExpREsS_c || &b || 44| | | [ Live search £l

| Fie Edit ‘View Favorites Tools Help

L Favorites (@ peqular Entry

++NDFT**

Home
EQ
Mew Windaw | Help | Customize Page | B 2]
| Invoice ion Y Payments | Youcher Aftributes
. § . [Refund ortax assessment

Business Unit: 32580 Inwoice Number: Budget Status:

voucher ID:  NEXT Invoice Date: 06/24/2008 |

Voucher Stvle:  Regular Action: =l M M‘

PO Unit: Q. Purchase Order: Q@ _CopyPO Worksheet Copy Option: |Hone -

vendor:  [0000709213 Q *Pay Terms: 00 QMow 7 BasisDtType InvDale

Name: REFORTABLE-001 QY Control Group: Q Comments{0)

Location: [1086G | Qa Accounting Date: [o7/02r2008 [+

“Address: ]_1Q Advanced Vendor Search  *Currency: WQ on Merchandise Summary
1099 REPORTABLE TESTVENDOR Tatal: 5000  Calculate

ADDRESS WHERE 1088 WILL BE Session Defaults

MAILED iithholding

PO BOX NOWHERE
BISMARCHK, ND 685606-0000

PackKing Slip:

[][=] Line ‘Distributeby HKem ipti Quantity UOM Unit Price Extended Amount
1 [amaunt =] | Q| [ Q| [ 50.00
Ship To SpeedChart

BLHSC  Q Q I" Use One Asset ID Calculate

~ Distribution Lines

Exchange Rate | Stelistics
Source

Down

@E0 i EE— A ——Ja—a—a—a——a—a—ar—al a

Copy Amount  Quantity "6L Unit  Account Openltern Oper Unit Fund Dept Program  Class BCBUS  pryjpey Activity Fes
[ Q
Business Unit: 33590

VoucherID:  NEXT \mvoice Li
Frint Invaice molce Lines 0000
Misc Charge Amount =
Freight Amount l— =
o _>l_I
@ start] J é J & Regular Entry - Windo... J o ‘ 5 F

Step Action

8. This voucher is a perfect example of where the vendor is reportable, but the
payment we are making is not.
Click the Withholding link to double-check that there will be no reporting.

Aithholding
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/2 Regular Entry - Windows Internet Explorer

@;—“jr' IE‘ httDs:ﬂfwww‘Cunnectnd‘USIDSDfr\dFtﬂEMPLOVEEIERPICﬂENTER,VOUCHER,INFORMATION‘VCHR,EXPRESS.GEL’PORTALPARAM,PTCNAV=EP,VCHR,EXPRESS,Cj 5 4 X Il',. Live Search Pl

| File Edit View Favartes Tooks Help

7 Favorkes @ Reqular Entry

~+NDFT#

(=13

New Window | Help | Customize Page | B

Withholding Information

Hagk o Tnvaice

unit: 32580 Invoice:  Refund of faxassessment  Vendor: 0000108213 1099 REPORTABLE TEST VENDOR
VAT Entity: Voucher: NEXT Date: (02412009

Postpone Withholding [~

Invoice Line Withhold Information nd | View A F\.;.l-1 of 1L.?E.I
Line Description
Code I
1
Withholding Details B rirst [ yor [F Last
‘Withholding
g N F—— N - Contract  Rule Apply -
Entity Tyne Jurisdiction | *Class g?::lr:i::“ Reference |Override Withholdin Applicable
O ) I e | T[]

distart| | @ |[ @ regular Entry - Windo... |e|? [«

Step Action

9. There is no 1099 information filled in below because we selected the correct
location. That means there will be no reporting on this voucher. Click
the Back to Invoice link.

10. Whenever a non-reportable location is selected on a reportable vendor (such

as this vendor), the user will get the error message on the next screen after
clicking SAVE.

Page 46




Training Guide
ST Module 37 1099 Vendor Reporting

{ZRegular Entry - Windows Internet Explorer
@: w [ htps: fomn. connectnd usfpspindft/EMPLOVEE [ERP/C[ENTER #OLICHER_INFORMATION ¥CHR,_EXPRESS, GBLTFalder=MYFAVORITES =18 |+ x | [ e search L=
| Fie Edit ‘View Favorites Tools Help
7 Faverites (@ Regular Entry
*+*NDFT#*
EQ
New Window | Help | &
Invaice line is withhold applicable butwithholding information not provided. (7030,347)
Mo withholding information has been entered for the voucher line that is marked as withholding
Press CANMCEL to go back and enter the withholding infarmation
Press OKto change all voucher lines to non-withholding and save the vaucher.
0K Cancel
) start] J é J & Regular Entry - Windo... J L ‘ T @

Step Action

11. This warning message will appear when saving a voucher where there is a
withholding link with the actual 1099 information removed, like in our current
example. The system is giving you the option of going back to enter the
missing withholding information - by clicking CANCEL - or keeping the
voucher lines as non-withholding - by clicking OK.

Since we do not want reporting on this voucher, click the OK button.

Ok
12. After clicking the OK button, users would normally budget check the voucher
and continue processing it for payment. We will stop here for this topic.
13. This topic is important for all users that enter vouchers for state commodity

groups. It also serves as an example to other agencies why they should
NOT be using this location for their payments. In the future, this location
may have its own 1099-G reporting established, so it is imperative that it
only be used for check-off refunds.

End of Procedure.

Page 47




Training Guide
ST Module 37 1099 Vendor Reporting

ST 3.1.4 -How to Remove Withholding in Voucher

How to Remove Withholding in Voucher

Many of the vendors that an agency pays require Vendor Registry to set up with 1099-
MISC reporting information. The following is a short topic to show how easy it is to
remove withholding from a voucher, based upon the reason for the payment, not the
vendor itself. For more details about this important distinction, please read
http://www.nd.gov/vr/1099/reportable-vendors-vs.pdf.

For more information about the withholding link in vouchers, see the other OnDemand
topics or this website: http://www.nd.gov/vr/1099/correct-withholding-in-vchr.pdf.

Procedure

Quite often voucher users will have to make a payment to a vendor that is reportable
(an individual, partnership, etc.), but the reason for the payment is not reportable on a
1099-MISC form. In the following example, we are going to buy some electric cable
(non-reportable good) from a business that is a sole proprietorship (reportable vendor).
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/2 Base Navigation Page - Windows Internet Explorer

[_(5]x]

| File Edt  View Favorites

GT\:; @ [&] https:ifwum.connectnd.vs/pspindft/EMPLOYEE/ERF 5 \WEBLID_PTPP_5C.HOMEPAGE FieldFormula. I5tript_AppHP7pt_frame=EPCo_ACCOUNTS_pavaplEeFal | G || 42| x| [AF Lve search

(2]

Tools  Help

7 Favorites

{& Base Navigation Page

~+NDFT#*

Search:

®

[ Wy Favorites

[ Supplier Contracts

[ Vendors

- Purchasing

[ eProcurement

[ Services Pracuremeant
3

[+ Vouchers

[ Batch Processes

[ Review Accounts Payable
Infa

> Reports

[ Asset Management

[- Cammitment Control

> General Ledger

> Set Up Financials/Supply

Chain

[ Worklist

> Tree Manager

> Reporting Tools

[ PeopleTools

[- ND Utilities & Interfaces

- NDS Reports

- Tax Center

— Backtio Portal

- Chane My Password

- by Personalizations

- Wty Systern Profile

i start ] &

J {& Base Navigation Page...

Home

¥
ﬁ AddiUpdate

Add and update vouchers

Requiar Entry

Enter standard Invoices and invoices associated wih a
purchase order

Close Voucher E

Mark vouchers to be closed during voucher post,

Delete Youcher
Delete a saved voucher.

| @

Step

Action

1.

Click the Accounts Payable > Add/Update > Regular Entry link to begin a
new voucher.
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{ZRegular Entry - Windows Internet Explorer

|_[=]x]
@T\-_;-v [ ] httos: v connectnd.usipspindft/EMPLOVEEERP/</ENTER,_VOLCHER._INFORMATION.VCHR_EXPRESS, GBLIPORTALPARAM_PTCNAV=EP_YCHR_EXPRESS ¢ 2| & | |42 || X | [8 Uve search P~
| File Edt Wiew Favorites Tools Help

¢ Favarites

(& Regular Entry

x*NDFT#*

(=3

Mew Window | Help | )

Voucher

Find an Existing Value | Add aNew Value \

Business Unit: Wq

Woucher ID: W

Moucher Stye: RegularVoucher =
Short Vendor Name: WO\

Vendor ID: I—Q

Vendor Location: I—Q \

Address Sequence Number: 0a
Invoice Number: [

[ =
—

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Eind an Existing Value | Add 2 New Value

i/ start ] @ J /& Regular Entry - Windo...

| o[G@®

\

Step Action \

2. To search for Johnsd\n Electric, enter "johnson" into the Short Vendor
Name field.

Click the Look up Short Vendor Name (Alt+5) button.
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Windows Internet Explarer |_[=]x]

- IE, httDs:J'ﬂWWW‘cor\r\ectr\d.\.ISJ'DSDﬂndFUEMPLOVEEﬂERPJ'C/ENTER,VOUCHERJNFORMATION.VCHR,EXPRESS‘GBL’PORTALPARAM,PTCNAV=EP,VCHR,E><PRESS,Ej E 42X Il‘. Live Search Pl

| Fle Edt View Favortes Took Help

‘L Favorites (@ Regular Entry

~*NDF T+

(=13
New Window | Help | /5, =]
Look Up Short Vendor Name
SetlD: SHARE
Short Vendor Name:lhegms W\thleOHNEON
Name 1: [begins W\thj|
Vendor ID: [egins with =][
Classification: [= = =l
Persistence: |: j | ;I

LnnkUpl Clear | Cancel |E|asannkun

Search Results
Qnly the first 300 results can be displayed. Enter maore information above and search again to reduce the number of search results.

Wiews All 1-100 of 300 [3] Last -
Short Ven: me 1 Vendor D Cl:

JOHNSOR 002 JOHMNSON & WWALES UNIVERSITY 0000081475 Supplier Redular
JOHNSOMN BA-001  JOHNSOMN BASSIN & SHAW 0000035647 Supplier Reqular
JOHNSOM CL-001  JOHNSON CLIMIC PC 0000010248 Supplier Permanent
JOHNEON CO-001 JOHNSOMN COUNTY COMMUMTY COLLEGE 0000010249 Supplier Permanent
JOHNESON CO-002 JOHMNSOMN,GINDY 0000012662 Supnlier Permanent
JOHNEOMN CO-003 JOHNSON CONSTRUCTION 0000018647 Supplier Permanent
JOHNSON CO-004 JOHNSON CONTROLS [NT 0000000396 Supplier Reoular
JOHNSON DR-001 JOHNSON DREVNALL 0000077386 Supplier Reqular
JOHNSOMN EL-001 JOHNSON ELECTRIC 0000018182 Supplier Reoular
JOHNSOMN FA-ONT  JOHNSON FARMS 0000013483 Supplier Reqular
JOHNSON HA-001  JOHNSON HARDWOOD FLOORS NG 0000102835 Supplier Reqular
JOHNSON LA-001  JOHNSON LAW OFFICE LTD 0000106165 Supplier Regular
JOHNSOM MD-001 JOHNSOMN, JAMES F MO 0000051836 Supplier Regular
JOHNSOM MF-001  JOHMSOMN MFG INC 0000084718 Supplier Regular
JOHNSON 01-002  JOHNSON OIL CO OF BOWBELLS 0000033238 Supplier Regular
JOHNSORN OU-001 JOHNSON OUTDOORS NG 0000018636 Supplier Fermanent
JOHNSORN PA-002  JOHNSOMN PAINTING 0000036149 Supplier Reqular
JOHNSORN PA-003  JOHNSOMN PAPER 0000102802 Supplier Reqular
JOHNSOM PA-004 JOHNSOMN PAPER & SUPFLY GO 0000103566 Supplier Reqular

JOHNEON RA-001 JOHNSOMN RAMETAD & MOTTINGER PLLP 0000019378 Supplier Reqular
JOHNESON RO-001 JOHNSON ROBERTS & ASSOCIATES 0000001215 Supplier Reoular
JOHNSON RO-002 JOHNSOMN ROOFING SIDING & GUTTERS 0000077140 Supplier Reoular
JOHNSON SE-001 JOHNSON SEED POTATOES 0000103247 Supplier Reoular
JOHNSOMN SU-001 JOHNSON SUPPLY COMPANY 0000062630 Supplier Reqular
JOHNSON YE-001 JOHNSON YETERINARY CLINIC 0000036258 Supplier Reqular
JOHNSON WE-001 JOHNSON WELDING 000N0E0467 Supplier Reqular
JOHNSOMNAD-001 JOHNSOMN ADA 0000074035 Supplier Regular

MStartAJ @ ] & Reqgular Entry - Windo...

Step Action

3. Since Johnson is a popular name, you will have to look for the correct
vendor name. Click the JOHNSON ELECTRIC link to use in this voucher.
HOHNSON ELECTRIC]
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{ZRegular Entry - Windows Internet Explorer

[-[=]x]
6@' [ ] hitpss e connectnd.us/pspndfYEMPLOVEE /ERPIc /ENTER:_VOLICHER_INFORMATION,YCHR_EXPRESS.GBLPORTALPARAM_PTCNAY=ER_wcHR_ExpRess_c x| & ||4#]| | [ Live search R
| File Edit View Favorites Tools  Help

Ly Favorites (@ Reqular Entry:

*xNDF T+

El
e windos | Help |
WYoucher

/ Find an Exisfing Value Y Add a New Value

Business Unit: [32880 @

Voucher ID: [NERT

Voucher Style: [Regularvousher 7]
Short Vendor Name: [orNsoNEL00T @,

Vendor ID: [ooonoTarez @

Vendor Location: @

Address Sequence Number: 1Q

Invoice Number:

Invoice Date:
Gross Invoice Amount:

Lines Entered:

Add

Find an Existing Yalue | Add a New value

Histart| | @ |[ @ regutar Entry - windo... | «|G@

\

Step Action \

4, Voucher enterers should always verify that they are using the correct
location on a vendor. Click the Look up Vendor Location (Alt+5) button.

=
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¥ Regular Entry - Windows Internet Explorer

|- [5]x]
6;:- [ betps: i connectnd.us/pspindit EMPLOVEE ERPc JENTER_VOLICHER_INFORMATION.YCHR_EXPRESS. GBLIPORTALPARAM_PTCHAY=EP_VCHR_ExPRESS_c || &4 ||#2 || x| [8 Live search £~
| Fie Edt View Favorites Took Help

57 Favorites

& Regular Entry

««NDFT+*

=

Mew Window | Help | B,

Look Up Vendor Location
SetiD: SHARE

Vendor ID: 0000019182
Vendor Location: [begins with = ||

Look Up Clear Cancel | pasic Lookup

Search Results

1ot

fendor Location Description
MAIN MAIN

Astart| | & || & Regular entry - windo...

| oG

Step Action

5. In this case, this vendor has only the MAIN location, so go ahead and click
the Cancel button to get out of this screen.

Cancel
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{ZRegular Entry - Windows Internet Explorer

(=] >}
6: =[] hetpsti i connectnd.usfpspindft/EMPLOVEE JERP/CENTER_VOLICHER_INFORMATICH. WCHR,_EXPRESS. GELFPORTALPARAM_PTCHAw=EP_vcHr_ExpREss ¢ x| &b |[ 42 || 3¢ | [ Live search £~
| Fle Edt View Favorktes Tools  Help

. Favorites

++*NDFT#*

(=3

Voucher

(@ Regular Entry

Find an Exsting Value

Business Unit:
Moucher ID:
Voucher Style:
Short Vendor Name:
Vendor ID:

Vendor Location:

Invoice Number:
Invoice Date:
Gross Invoice Amount:

Lines Entered:

Add

dstat| | @

Add @ New Value ),

[z5e0 @
MeT
[iorBoN Eo0T <
[
[T

Address Sequence Number: 1Q

[Purchase Electric Cable
e
—
—

Eind an Existing Walue | Add 2 NewValue

J /& Regular Entry - Windo...

Mews window | Help |

=)

o

Step

Action

6.

Complete the remaining fields on this page. Click the Add button.

Add
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egular Entry - Windows Internet Explorer

[_[5]]
£ -

& [ ] hetps: v connectnd.usfpspindit{EMPLOVEE /ERP//ENTER_VOLICHER_INFORMATICN.VCHR_EXPRESS, GBLAPORTALPARAM_PTCHA=P_vCHR_ExPRESS_ v || & || %2 || 5| [82 Lve search

| File Edt Yiew Favorites Tools Help

¢ Favertes @ pegular Entry

x*NDFT#*

(=3

Mew tWindow | Help | Customize Page | B =]

| Invoice Information '\ Payments | Woucher Aftributes

Business Unit: 32580 Invoice Number:  |Purchase Electric Cable

voucheri:  NEXT Invoice Date: 060142009 [

Moucher Style:  Regular Action: ~| Run Print Inwoice
PO Unit: Q PurchaseOrder: [ @ _CopyPO |  worksheet CopyOption: [None =]

Budget Status: Mot Chi'd

Vendor: WQ *Pay Terms: ’UU— L Now = Basis Dt Type Inv Date
Nams:  [JonMBONELTOTQ, comraigroms [ A Commentsi)
Location: [WAlN Q. Accounting Date: [o7inzrzons [

sadoress: [ 1 awancedvendor search *Currency: UsD @, Don Merehandise Summary
JOHNSOM ELECTRIC Total: 16000 | Caloulate |
&105 51 5T NE Session Defaulis
DEVILS LAKE, ND 58301 WWithholding

Packing Slip: ,7
= Line “Distribute by Iem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | Q| | [a] | 150.00
Ship To SpesdChart

BLHSC @, Q

~ Distribution Lines
GL Chart Y Exchange Rate

%ﬂ!“ Amount  Quantity “GL Unit  Account Openltem Oper Unit Fund Dept

™ use One Asset ID Calculata

Fiel tar1  Last
' Statistics

Program  Class 'lencnﬁ Project Activity Source —

EEC [Twmw EmaFmd el el el el el al al & af th£

Business Unit: 32580

Voucher ID: MNEXT

Print Invoice Invoice Lines 0.000

Misc Charge Amount =

Freight Amount =

4 | o
distan| | @ [ Regular Entry - windo... | @

Step Action

7. Since we are purchasing a tangible good like electrical cable, we will want to

make this payment not reportable on a 1099-MISC. Click
the Withholding link.
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{2 Regular Entry - Windows Internet Explorer

- [5]x]
6-:;:- J2] hetps:ivuwus.comnectnd. s pspint /EMPLOYEE/ERPE/ENTER,_VOLICHER_INFORMATION, YCHR,_EXPRESS GEL7PORTALPARAM_PTCNAV=EP_vcHR,_Express e vl 8 |[#2]] | [ Lve search P~
| File Edit View Favortes Tools Help

¢ Favories (€ Regular Entry

xNDF T

Home

ER

Mew Window | Help | Custornize Page | B

Withholding Information
Backto Invoice

Unit: 32580 Invoice:  Purchase Electric Cable Vendor: 00000181382 JOHNSON ELECTRIC
VAT Entity: Voucher: NEXT Date: DB11/2009

Postpone Withholding [~

Invoice Line Withhold Information

First (4 1 of 1 [¥] Last

.
Line Description HE
Code
1

‘Withholding Details

First [ 1 o1 1 O Last

‘Withholding
vt . N . Contract |Rule Apply .
Entity Type Jurisdiction | Class Baslrs”lﬂ\;m Reference |Override Withholdifg | 222lcab

[ o alFe e oAl “—Q‘Pavmemw|‘a

distart| | & || € regular Entry - Windo...

| «[GE

Step Action

8. It is best to remove both checkmarks wherever it says Withholding
Applicable on this page.
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Step Action

9. Click the Back to Invoice link. This will save your changes to this page.

Back to [nvoice

= Regular Entry - Windows Internet Explorer

ER_YOUCHER_IMFORMATION. YCHR_EXPRESS. GBLPPORTALPARAM_PTCHAY—ER_wCHR_ExPress_c || i |[#2|| > | [&% Live search £ |-

| Fi it e aworices  Tools  Help

T Favorites (@ Regular Entry

**NDFT**

=

Mew Window | Help | Custornize Page | J5 &

moice i Payments ) Voucher Afiributes
Business Unit: 32580 Inoice Number:  [Purchase Electric Cable Budget Status: Mot Chicd
Voucher ID: MEXT Invoice Date: 06/01/2008 (5

Voucher Style:  Regular Action: =] _Run | Printinvoice]
PO Unit: Q@ Purchaseorder: [ Q. _CopyPO Worksheet Copy Option: [None =]

vendor:  [omoooisiez @ “Pay Terms: [P0 @ Now |  BasisDtType InvDate

vame:  [oRMSSNECSRT, comrmonns [ commentsio

Location:  [MAIN @ Accounting Date: [07/02/2008 (3

sagdress: [ 1O amance dvendor Search  *Currency: [ust| & bon Merchandise Suramary
JOHNSON ELECTRIC rotat: [ o000 | Calcuiate

810551 ST NE Session Defaults

DEVILS LAKE, ND 58301 Withioiding

PacKing Slip:

[I[=] Line ‘Distributeby Hem Description Quantity UOM  Unit Price Extended Amount

1 [Amount = a [ a [ [ 150.00
Ship To SpeedcChart

BLHSC xQ I Use One Asset ID Calculate

4 2]
{ GLChart Y ExchangeRate | Stalistios y  dssels |,
SOM T pvoumt  Quantity GLUME  Acoount Ononttorn Oportnit fund  Dent progtam  Class  PSBS  projeet actety Source —

|

=2 [ wemse [ Bmm o afmem el al al al al Jal al al al a

i

Business Unit: 32580

Woucher ID:  NEXT

Print Invaice imvoice Lines 0.000
Misc Charge Amount — =
Freight Amount '— =
Eu| | _>l_I
Wistare| | & |[@ regutar Entry - windo... | | B&E

Step Action

10. IMPORTANT: After the user is done entering the rest of the voucher
information and clicks SAVE, they may receive a warning message about
the withholding information. If such a message appears, just click OK to
keep the voucher non-reportable.

11. That is all there is to removing withholding on a voucher!
End of Procedure.
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ST 3.1.5 -Selecting Correct Withholding Class
Selecting the Correct Withholding Class

Whenever the withholding link shows up in a voucher, the user must make some further
decisions than just entering the correct accounting chartfields.

1. First, the correct location must be selected (see topic 3.1.1 on Choosing the
Correct Location).

2. Second, decide whether or not the reason for the payment is reportable.

3. Ifitis, the next step is to determine the appropriate withholding class for that
particular payment. That choice will be addressed in the following topic.

1099-MISC reporting is sent to the IRS by separate withholding classes. For a
complete description of these classes, see the web page at
http://www.nd.gov/vr/1099/explanation-of-diff.pdf.

Procedure

The following screens show how to change the withholding class from the default that
will automatically fill in on a reportable vendor.
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Base Navigation Page - Windows Internet Explorer
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(=]

- [e] rnectnd

JEMPLO

I6_PTPP_SC. HOMEPAGE.

IScript_AppHP7pE_f _wouc]

| Fle Edit View Favorites Tools Help

S Favortes (&8 Base Navigation Page

**NDFT»*

ﬁ Vouchers

Acld, mairtain, And Spprove vouchers

&

> My Favorites

> Supplier Contracts

> Vendors

> Purchasing

> eProcurernent

> Senvices Procurement
> Accounts Payable

AddUpdate

Akt Anef Uprdate vouchers
= Requiar Entry

= Close ‘oucher

= Delete Youcher

[ Add/Undate
&> Maintain
1> Apprave
[ Batch Processes
[ Review Acraunts Payahle
Infa
[ Reparts.
[ Asset Management
(- Commitrnent Cantral
[ General Ledger
[ Set Up Financials/Supply
Chain
> Wiorklist
[ Tree Manager
[ Reporting Tools
[ PeopleTools
> ND Utilities & Interfaces
[ NDS Reports
- Tax Center
— Back o Portal
— Change My Password
- Mty Personalizations
|- Mtv System Profile

Histart] | @& || @ Base Navigation Pag

ﬁ Maintain ﬁ Approve
Revieww and cotrect voucher efrors Approve vouchers

=] woucher Build Error Detail
= Youcher Mairtenance Search
=l Youcher Maintenance

=] Approve Woucher
= Renuest Voucher Baich

Step Action

1.
Entry.

Start a new voucher by going to Accounts Payable > Vouchers Regular
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/2 Regular Entry - Windows Internet Explarer

MEE
&;v [ ] https:ivuwuv.connectnd.us/psp/ndft/EMPLOYEEERPI/ENTER_YOLCHER_INFORMATION. VCHR._EXPRESS GEL7PORTALPARAM_PTCNAY=EP_ycHR_ExpRess_c || & || || x| [0 Lve search P~
| File Edit View Favortes Tods Help

¢ Favorites (@ Reqular Entry

+*NDFT#*

=

Mew Window | Help |

Voucher

[ Eind an Exisling Yalue | Add a New Value

Business Unit: lﬁ Q

Voucher ID: =S

Voucher Style: W
Short Vendor Name: ,— Q

Vendor ID: [ooootoszrel @

Vendor Location: ,— Q

Address Sequence Number: 0a

Invoice Number: [

Invoice Date: [

Gross Invoice Amount: o.on

Lines Entered: 1

Add

Find an Existing Value | Add a Mew Value

A start J @ J /& Regular Entry - Windo...

| o[G8

Step Action

2. For our sample vendor, enter "0000109213" into the Vendor ID field.

3. Click the Look up Vendor Location (Alt+5) button.
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{ZRegular Entry - Windows Internet Explorer

| [=]x]
6@" [ https:fuswms connectnd. us/pspindit/EMPLOVEE JERP/C/ENTER,_VOLICHER INFORMATION.YCHR_EXPRESS GELTPORTALPARANM PTCNAY=EP_cHR_ExPRess ¢ | & || 69 )| % | [@2 Lve Search £~
| Fle Edt View Favortes Took Help

. Favorites @ Regular Entry

**NDFT#*

(=
NewtWindow | Help | B
Look Up Vendor Location
SetiD: SHARE
Vendor ID: 0000106213

Vendor Location: | begins with x| |

Look Up Clear Cancel |pasic Lookun

Search Results

12af2

fendor | ocation Description
1088-G COMMODITY GROUP LISE ORLY
AN ALL PYMTS REPORTABLE OR WOT

i start J a@ ] (& Regular Entry - Windo...

| o[GE

Step Action

4, This voucher needs to be reported on a 1099-MISC form, so click
the MAIN link.

fAIN
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/& Reqular Entry - Windows Internet Explorer

[_[=]x]
Gz_j ) @ [ ] etps: s, connectnd.usipspindft/EMPLOVEEERPYC/ENTER _VOLICHER _INFORMATION WCHR_EXPRESS GBLPPORTALPARAM_PTCHAY=EP_vCHR_ExPRESs ¢ o) B |[$#)| X | [ Live Search pl-
| Fle Edt View Favorites Toos Help

¢ Favoritss @& Regular Entry

~*NDF T+

=

New Window | Help |

Youcher

J/_Find an Exisiing Yalue )" Adda New Value

Business Unit: [3z5e0 @

Voucher ID: [NE<T

voucher Style: W
Short Vendor Name: ,m Q

vendor ID: [ooootoazts @

Vendor Location: wan @

Address Sequence Number: |—1 a,

Ivoice Number: [change withholding class
Invoice Date: [oeos0s 5

Gross mice Amount: [ 500.00]
Lines Entered: [

Add

Find an Existing Value | Add a New Valug

i/ Start] J @ J & Regular Entry - Windo... J 9|BE

Step Action

5. In this example, we are going to pay this vendor $500.00 for rent. Click the
Add button when this page is complete.

Add
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Regular Entr dows Internet Explorer (5]
G;’j"' [&] https: Jvsver. connectnd.usfpspindft/EMPLOVEEER Pic/ENTER_#OUCHER_INFORMATION, ¥CHR:_EXPRESS GBL7PORTALPARA_PTCHAY=EP_yCHR_ExPRESS ¢ 7| 43 || 42]| | [ Live sarch L~

| Fle Edt View Favortes Tools Help

< Favorites (@ Regular Entry

~«NDFT+*

=R
Mew Window | Help | Custornize Page | /B, 4]
[ Imvoice fion \_Payments | Voucher Aftributes |,
Business Unit: 32550 Imvoice Number:  |CNange withnolding class Budget Status:
Voucher ID:  NEXT Invoice Date: 06/05/2000 [

Voucher Style:  Fregular Action: 3] Run | Printimvoice
PO Unit: Q PurchaseOrder: | Q. _CopyPO | worksheet CopyOption: [Mone 7]

vendor:  [ononioasis QL Py Terms: [0 now 7 BasisDtType InvDate

Name:  [REPORTABLE-001Q, control Group: | Q@ Comments(0)

Location: AN @ Accounting Date: [07/02/2008 i)

adiress: [ 1O povanconvendor searnh *Currency: RIS Hon Merchandise Summar
1099 REPORTABLE TEST VENDOR Total: 500.00 M

ADDRESS WHERE 1088 WILL BE Session Defaults

QQIEEOE; NOWHERE ol

BISMARCK, ND 58505-0000

Packing Slip:

Invoice Lines

=

Line *Distribute by tem

1 [amount | |

Description

Quantity UOM Unit Price Extended Amount

500.00

Ship Ta SpeedChart

BLHEC Q Q " Use One Asse} ID Calculate

~ Distribution Lines

GL Chart Exchange Rate
Copy

o Amount  Quantity 6L Unit  Account Openitem Oper Unit Fu Dept Program  Class  ESEUS  project Activity source

B ] i s [ fFmoal al al a ql—o\I_O\I_Ql__o\l—ql—ql\l£

First 101 ]

Y Statistics

Business Unit: 32580

Voucher ID: NEXT

Invoice Lines
Print Invoice 0.000

Misc Charge Amount

Freight Amount

| s
| o[eE

4]
Histart| | @& || & regular entry - windo...

i
Step Action I
6. Click the Withholding link. !
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Step Action

7. Before we continue, the concept of a default withholding class must be
explained. All vendors with 1099 information must have one class set up as
a default in case the voucher enterer forgets to select one. Since most
1099-MISC reporting is made on the 07 class for Nonemployee

Compensation (services), Vendor Registry usually sets up new reportable
vendors with this default.

Just because this default class fills in automatically, it does not mean that it

cannot be changed. Agencies must determine which class will best apply to
each payment.

/2 Regular Entry - Windows Internet Explorer

@_\t‘/ =[] hetps: fwsns. connectnd usfpspindft/EMPLOYEE [ERP fc/ENTER_WOLICHER_INFORMATION. ¥CHR,_EXPRESS. GBLTPORTALPARAM PTCHAU=EP_ycHR_Express_c x| & ||#4]| ¢ | [ Live search Pl-

| Fie Edit View Favorkes Tools  Help

S Favarkes @ Reaular Entry

«+NDF T+

=

Mew Window | Help | Customize Page | &,

Withholding Information
Backto Invaice

Unit: 32580 Invoice:  Change withholding class Vendor: 0000109213 1098 REFORTABLE TEST VENDOR
VAT Entity: Voucher: NEXT Date: DB/D5/2008

Postpone Withholding ™

Invoice Line Withhold Information inid First [4 1 or 1 [*] Last

Line Description Withholding “withholding Applicable
Code
4 ~

‘Withholding Details c Custornize | Find | View | I ] P I ey
Withholding
e ; . N Contract  |Rule
’7 Entity |*Type  |*Jurisdiction c?x‘as:s”:;m Referonce |overrite wnhnnmm Applicable
| W‘IRS Q|m99 alffeo o (o A [ | Q‘F’avmem ~ |-‘E|

Step Action

8. To see which withholding classes are available for this vendor, click
the Look up Class (Alt+5) button.

=Y
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/2 Regular Entry - Windows Internet Explorer

[ [#]x]
@;v [] hetps: ummconmectnd.usipspindf/EMPLOVEE/ERPc JENTER_YOUICHER_INFORMATION ¥CHR_EXPRESS GBLPPORTALPARAM_PTCHAY=EP_yCHR_ExPRESS_C 7| & ||42|| % | [8F Live soarch £~
| File Edit View Favortes Tooks Help

L Favartes @ nReaular Entry

x*NDF T

(=3
Rew Window | Help | 5,

Look Up Class

‘endor SetiD: SHARE

Vendor ID: 0000108213

Vendor Location: MAIN

Withholding Entity: RS

Withholding Jurisdiction: FED

WWithholding Type: 1088

Withholding Class: [egins with »| [

Logk L) Clear | Cancel |ElasicLuukuu
Main Content

Search Results

18076
fithholding Class Description

o Bents

2 Rovalties

03 Other Incorme

06 Medical and Health Care Pymnts

o7 Mon-Employee Compensation
14 Gross Attormey Proceeds

st | @ |[@ Reqular Entry - Windo... | @

Step Action

9. In this example, the vendor has six different classes set up. Since we want
to make a rent payment to this vendor, click the 01 link.

If the class you need does not appear in this list, contact Vendor Registry

right away, and they will set up the classes necessary for payments to this
vendor.

Page 65



Training Guide
ST Module 37 1099 Vendor Reporting

/& Reqular Entry - Windows Internet Explorer

Gz_j ) ® [ hetps: . connectnd.usipspindft/EMPLOVEEERPAC/ENTER _VOLICHER _INFORMATION WCHR_EXPRESS GELPPORTALPARAM_PTCHAY=EP_vCHR_ExRESs ¢ =) B |[$#]| X | [ Live Search Pl-

| Fle Edt View Favorites Toos Help

¢ Favoritss @ Regular Entry

~*NDF T

=

ew Window | Help | Custormize Page |

Withholding Information

Backto Invaice

Unit: 32580 Invoice:  Change withholding class Vendor: 0000109213 1089 REPORTABLE TEST VENDOR
VAT Entity: Voucher: NEXT Date: 0BI05/2008

Postpone Withholding [~

Invoice Line Withhold Information i | i First [ 1 o 1 [F] Last

Line  Description

Colt
\ ode =

Withholding Details

 Custamize | Find | View 41| 8 Firs st (4] 4 o 1 [¥] Last

C
Withholding
R N i | 4 " Contract  |Rule
Entity Tyvpe Jurisdiction | *Class Baslr?is;m Reference |Override wnhhnldm Applicable

| 1|IFQ|WQ WQ IIM_Q [ “_Q‘Pavmem v |-‘E|

i/ start] J é J & Regular Entry - Windo... J 9|BE

Step Action

10. Click the Back to Invoice link.
Back to Invaice

11. Vendor Registry can be emailed at spovendor@nd.gov for help setting up
new classes for vendors. This concludes the instructions on how to change
a vendor's withholding class.

End of Procedure.
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ST 3.1.6 -Reportable & Nonreportable - Using the Override Field

Reportable and Nonreportable - Using the Override Field

Following are instructions on the quickest method to reduce the amount that should be
reported on a 1099-MISC from the total voucher amount.

Procedure

There is an easy way to change the amount reported on a 1099-MISC form instead of
just reporting the entire voucher amount. Some examples of when you may have to split
the voucher amount between reportable services and non-reportable payments:

1. Repairs that involve parts and labor;

2. Paying for contracted services and reimbursing travel expenses;

3. Purchasing large items, where the freight expense (reportable) is a large part of
the invoice.

/= Base Navigation Page - Windows Internet Explorer

@;j @ [&] https:ifwum.connectnd.us/pspindft/EMPLOYEE/ERF 5 \WEBLID_PTPP_5C.HOMEPAGE FieldFormula. I5tript_AppHP7pt_frame=EPCo_ACCOUNTS_pavaslEeFal | G || 42| x| [AF Lve search £

| Fie Edt View Favorites Tools Help

7 Favorites (& Base Navigation Page

«*NDFT**
Search: Main Mer
&) ﬁ Vouchers
[+ My Favarites o
- Supplier Contracts A, mairtain, and approve vouchers
> vendors K] AddUpdate K] Mainitain ﬁ Approve
[> Purchasing Add and update vouchers. Review and correct woucher errors Approwe vouchers
[ eProcurement =] Reqular Ertry ] Woucher Build Error Detsil ] &pprove Youcher
[ Bervices Procurement [E] Close Voucher =l Woucher Meintenance Search =l Recuest Youcher Batch
~ Accounts Payahle = Delete Youcher = Woucher Maintenance

b Vauchers

[+ Batch Processes

> Review Accounts Payable
Info

> Reports

> Asset Managerment

[: Commitment Caontrol

[> General Ledger

[ Set Up Financials/Supply
Chain

[ Worklist

[ Tree Wanager

- Reporting Tools

[ PeopleTonls

[- ND Utilities & Interfaces

[ NDS Reports

- Tax Center

— Backtio Portal

- Chane My Password

- by Personalizations

|~ by Systemn Profile

Step Action

1. Start a new voucher by navigating to Accounts Payable > Vouchers
>Regular Entry.
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{2 Regular Entry - Windows Internet Explorer

|- (5]}
@T;}v [ ] hetps: vuwuv.connectnd,us/psp/ndf/EMPLOYEEERFC/ENTER _YOLCHER_INFORMATION. VCHR,_EXPRESS GBL7PORTALPARAM_PTCNAY=EP_vCHR_ExPRess_o ]| & |[#2 || x| [0 Lve search B~
| File Edit View Favortes Tods Help

¢ Favorites (@ Reqular Entry

xxNDFT+

=R

Mew Window | Help |

Voucher

{_Find an Existing Value ~ Add a New Value |

Business Unit: [3z580 @

Voucher ID: CE

Voucher Style: W
Short Vendor Name:  a

Vendor ID: [ooonngge4s] @

Vendor Location: ,— Q

Address Sequence Number: 0Q

Invaice Number: [
Ivoice Date: £}
Gross Invoice Amount: o.o0
Lines Entered: 1
Al

Find an Existing Value | Add a New value

istart] | & || @ Regular Entry - Windo... | 6| @&

Step Action

2. We are going to use vendor #"0000099644" in this exercise. (There is only

one location of MAIN for this vendor, so we are going to skip looking up the
location.)
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{ZRegular Entry - Windows Internet Explorer

|_[=]x]
@_«:}v [ ] hetos: 1uama connectnd. usipspindf/EMPLOVEE/ERP/c/ENTER_YOUCHER_INFORMATION YCHR_EXPRESS GBLTPORTALPARAM _PTCHAY=EP_yCHR_ExPRESS ¢ 2| & |42 || x| [£¥ Live search P~
| File Edit YView Favortes Tooks Help

. Favarites

(& Regular Entry

x*NDF T

(=3
New Windaw | Help | &
Veucher
Find an Existing Yalue | Add a New Value \
Business Unit: 32580 Q)
Woucher ID: MNEXT
‘Youcher Style: Regular Voucher =

Short Vendor Name: B & LPLUM-001 QL
Wendor ID: 0000089644 Q
‘fendor Location: MAIN Q

Address Sequence Number: 1Q

Invoice Number: [Use override field

Invoice Date: 062008 [
Gross Invoice Amount: 1000.00]
Lines Entered: 1

Add

Eind an Existing Value | Add a Mew Value

i/ start J @ J (& Regular Entry - Windo... J (]

Step Action

3. We are going to pay this plumber $1,000.00. Click the Add button after
completing the fields on this page.

Add
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{2 Regular Entry - Windows Internet Explorer HE E

6:: ) @[] hitps: junn connectnd usfpsp/ndFt/EMPLOVEE [ERP/c/ENTER_WOLICHER_INFORMATION. VCHR_EXPRESS, GBLFPORTALPARAM_PTCAv=EP_vCHR_Express_c x| & |42 ] x| [&2 Live search £~

| File Edt Wiew Favortes Tools Help

7 Favorites

(& Reqular Entry

+NDFT#+

=3

Mew Window | Help | Customizs Page | B, 4]

| Inwoice Information 'y Payments ' Woucher Aftributes

Business Unit: 32560 Invoice Number:  |Y/5e override field
Voucher ID: MEXT Invoice Date: 0B/20/2008 [

Voucher Stle: Regular Action: - Run Print Inwnice.

Init: urchase Order: forksheet Copy Option: | Mone =
PO Unit; @, Purch: Ord Q@ Copy PO Worksheet Copy Opti 3l

vendor:  [0DD0089GAA Q *Pay Terms: 00 Q Now 5  BasisDtType InvDate
Name: B&LPLUM-001 O Control Group: Q Comments(D)
Location:  |MAIN Q Accounting Date: 0770212008 [

Budget Status:

*Address: l—WQ Advanced vendor Search  *Currency: WQ Llon Merchandise Sumrmary
B ELPLUMBING Total: [ toooop _Calculate

411 STHAVE C Session Defaults

LISBON, ND 58054 Wiithhaldin:

Packing Slip:

El Line ‘Distribute by tem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | | [ Q [ 1,000.00
Ship To SpeedChart

BLHSC  Q Q I Use One Asset ID Calculate

~ Distribution Lines
Y Exchenge Rate | Ststistios

First "4 o4 " Last

e e , PCBus - Source —
o Amount  Quantity ‘GLUN  Account Openitem Oper Unit Fund Dept Program  Class - Project Activity

Unit

BEr  [mwm  pEeal el el al el lal al al —a] Q

Business Unit: 32580
Moucher ID: MNEXT

Print Invoice Imvoice Lines 0.000

Misc Charge Amount =

Freight Amount =

J | o

@istart| | @ |[ @ Regular Entry - windo... | @ B

Step Action

4. Of that $1,000, only $600 is for services provided. Click the Withholding link
for a quick method of changing the reportable amount.

ithhaldirg
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/ZRegular Entry - Windows Internet Explorer

[ [7]x]
6:- [ ] https:usma conmectnd. us/pspindt{EMPLOVEE /ERP/c/ENTER_VOLICHER_INFORMATION.VCHR_EXPRESS, GBLIPORTALPARANM_PTCHAYV=EP_CHR_ExPRESS_C || &) || #9 )| | [&% Live Soarch £~
| Fle Edt View Favortes Took Help

7 Favarites

& Regular Entry

~*NDFT#*

(=13

Mew Window | Help | Customize Page |

Withholding Information
Backta Irvoice

Unit: 32580 Invoice:  Use averride field Vendor: 0000099644 B & L PLUMBING
VAT Entity: Voucher: NEXT Date: 06/20/2008

Postpone Withholding ™

Invoice Line Withhold Information i First 4] 1o 4 [ Last

.
Line Description i i HE
Code

Withholding Detalls i First [ 1 ot 1 [ Last

'Withholding
vt » £ Irherticdinm | 4 - Contract  Rule Apply -
Entity Tvpe Jurisdiction | *Class Baslr?i:lr!m Override [Withholdin Applicable

‘1||WO\||WQ FEo @ |for @ ao0.00] [ “—Q|Paymem ‘ I “EI

&/ start J a ] {& Regular Entry - Windo...

| o[G@

Step Action

5. Enter "600.00" into the Withholding Basis Amt Override field.

6. Click the Back to Invoice link, which will save your change.

Back to Invaice
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{2 Regular Entry - Windows Internet Explorer M= ES
@\:‘/ w [ hitps: fumn. connectnd usfpspindft/EMPLOVEE [ERP/C[ENTER OLICHER_INFORMATION ¥CHR,_EXPRESS, GBLTFalder=MYFAVORITES =& 4] X [82 e seareh £l

| Fie Edit ‘View Favorites Tools Help

7 Favarites & Regular Entry

+*NDFT#+

EQ
New Windaw | Help | Customize Page | 51 ]
| Invoice ion Y Payments | Youcher Aftributes
. § . [sing the overrie field
Business Unit: 32580 Inwvoice Number:  [USing Budget Status:
voucher ID:  NEXT Invoice Date: 06/20/2008
Voucher Stvle:  Regular Action: =l M M‘

PO Unit: Q. Purchase Order: Q@ _CopyPO Worksheet Copy Option: |Hone -

vendor:  [00DD099644 QL *Pay Terms: [or @ row [ BasisDtType InvDate
Name  [BELFLWITQ comotooms | Commentsiny
Location:  [MaIN Q Accounting Date: [osmerz008 [
“Address: ]_1Q Advanced Vendor Search  *Currency: WQ Mon Merchandise Sumtmary.
B &L PLUMBING Total: 1,000.00 Ml
411 STHAVE C Session Defaults
LISBON, ND 58054 Wiithholding
Packing Slip:
imuice Lines nd | view Al First [ 1 o 1 0 Lad
= Line ‘Distribute by Hem ipti Quantity UOM Unit Price Extended Amount
1 [amount =] | a | | [ al | 1,000.00
Ship To SpeedChart
[Birsc @ ooz @ I Use One AssetID Caltulate
= =
{ GLChart \ ExchangeRete | Stefistios | fAssets | =)
%ﬁf‘ Amount  Quantity 'GLUnit  Account Oper Unit Fund Dent Class E‘":“B“s Project Activity ;‘;fe Budget Date

=0 1 1,000.00 32500 O [591030 Qfsor @ [212 @ [oz02 Q [so170 @ [zs0 Q [z212 Q oo Q_ [FFro7 | osioeizo0e

Business Unit: 32580
Voucher ID: MERT

Print Invoice Invoice Lines 0.000

Misc Charge Amount =

Freight Amount l— =

o | _>ILI

@ start] J é J & Regular Entry - Windo... J o ‘ 5 F

Step Action

7. This method is especially useful when the agency is only using one invoice
line or one distribution line to charge the entire voucher amount to a single
account or speedchart. By using the override field, only the $600 will be
reported on this sample voucher.

8. It is not immediately apparent that only $600 of this voucher will be reported
I you have to trust that the override field will work. After this voucher has
posted, check the Vendor Balances by Class screen. It should show only
$600 was reported on this particular voucher.

9. If this method does not work for you, see the next topic called "Using Two
Invoice Lines" to see how to split the reportable amount from the non-
reportable amount within a voucher. Otherwise, these steps are all you have
to do to reduce the amount that is reported!

End of Procedure.
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ST 3.1.7 -Reportable & Nonreportable - Using Two Invoice Lines
Reportable & Nonreportable - Using Two Invoice Lines

See Topic 3.1.6 for the easiest way to split a voucher between reportable and non-
reportable amounts. However, that method will not work in every situation. The
following topic shows an alternate way to split 1099-MISC reporting by using two invoice
lines instead.

Procedure

Payments for repairs often contain non reportable items like parts and reportable
services such as labor. This learning topic will demonstrate how to enter two invoice
lines on a voucher when you want to split out the payment for reporting on a 1099-MISC
form.

See also the topic on "Using the Override Field" which provides essentially the same
end result, but is an easier procedure.

/2 Regular Entry - Windows Internet Explarer [_[=2]x]

@;\, = [2] https: jwww connectnd.usipspindft/EMPLOVEE[ERP/c ENTER_YOLCHER_INFORMATION, VCHR_EXPRESS GELTPORTALPARAM_PTCNAY=ER_ycHR_ExpREsS < [=]| B |[#2 || | [ e search £-

| File Edit View Favortes Tods Help

iy Favorkes (@ Regular Entry

+*NDFT#*

(=3
Mew indow | Help | &

Voucher

Eind an Existing Yalue | Add a New Value \

Business Unit: ,ﬁ Q

Voucher ID: =

Voucher Style: W
Short Vendor Name: ,7 Q

Vendor ID: [ononnasees] @

Wendor Location: aQ

Address Sequence Number: 0

Invaice Number: [

Invoice Date: [

Gross Invoice Amount: o.o0

Lines Entered: 1

Add

Eind an Existing Value | Add a Mew Value

Step Action

1. Add a new voucher and enter "0000099644" into the Vendor ID field for this
topic.
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{ZRegular Entry - Windows Internet Explorer (5]

@_.: - |g https: i fwwn . connectnd.usipsp)ndft [EMPLOYEE[ERP/C/ENTER_VOUCHER INFORMATION MCHR_EXPRESS.GELTPORTALPARAM_PTCHAW=EP YCHR_EXPRESS ¢ j ERIESIES |:'Live Search P~
| Fle Edt View Favorites Tools Help

<7 Favorites

(& Rreqular Entry

+*NDFT#*

=0

Mew indow | Help | B

Voucher

| Find an Existing Yalue ~ Add a New Value

Business Unit: [rgen @

Voucher ID: E

Voucher Style: W
Short Vendor Name: [BeCriumon

Vendor ID: [ooooossEes @

Vendor Location: W Q

Address Sequence Number: |—1 Q

Imsoice Number: [Spiit labor & parts

Invuice Date: ]

Grosslwoice Amount: [ 75000
Lines Entered: |

Add

Find an Existing Value | Add a New Value

i/ start ] -] J & Regular Entry - Windo...

| o[GE
I

Step Action

2. Continue entering the fieldsonthispage,butb e sur e t o not
you read the next step!

3. NOTE: This is where we differ from entering most vouchers. To split your
voucher between a line that needs to be reported on a 1099-MISC and a line
that is non-reportable, enter "2" into the Lines Entered field.

4, Now click the Add button.
Add
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{2 Regular Entry - Windows Internet Explarer

_[5]]
@‘—:\' w [i] hetps:jummm connectnd. usipspindFtJEMPLOYEE /ERPCJENTER_VOLICHER_INFORMATION, YCHR,_EXFRESS.GBLPFolder—MYFAVORITES =0 |2 [ | [ Live sesren P
(& : . . K 1 WCHR_| i E
| Fle Edit Wiew Favorites Tools Help

¢ Favorites @ Regular Entry

~*NDF T+

Home
(=13

Mew Window | Help | Customize Page | B =

" Invoice Information % Payments j Woucher Atiributes |

Business Unit: 32580 Invoice Numper: [S911 labor & parts Budget Status:
VoucherID:  MEKT Invoice Date: oe/10/2009 )

Voucher Style:  Regular Action: =| Run Print Invoice

PO Unit: Q_ Purchase Order: Q _ CopyPO Worksheet Copy Option: [None 2
vendor:  [0000099644 Q *Pay Terms: 00| QL Now 5  BasisDtType InvDate
Name: B&LPLUMODT  Q Control Group: Q Comments(0}
Location:  [MAIN Q Accounting Date; |V#06/2009 [
*Address: 1/Q pdvanced Vendor Search *Currency: UsD O Plon Merchandise Summany

B &L PLUMBING
411 5THAVE C
LISBON, ND 58054

Total: 750.00 Calculate

Session Defaulis

withholding
Packing Slip:
E| Line “Distribute by Kem Description Quantity UOM Unit Price Extended Amount
1 [amount x| | W] | Q| [ 0.00
Ship To SpeedChart

BLHSC @ oz @ I~ Use One Asset ID Caleulate

~ Distribution Lines
GL Chart Exchange Rats

g—g% Amount  Quantity *GL Unit  Account Openitem Oper Unit Fund Dept

First * 1011 " Last

' Stafistics

Program  Class EE“BUS Project Activity Source —

=Er 1 0.00 32500 Q Q Q feor @iz Q [oz0z Q Q [ao17o Qa_zsuu Q [z212 a, oo Q

FFYo7

ik

Business Unit: 32550

Voucher ID: MNEXT

Invoice Lines
Print Inwoice 0.000

Misc Charge Amount

=
Freight Amount =]

4 | _’lj
Wstart| | & |[@ Regular Entry - Winda... |e |z

Step Action

5. We are going to use the two invoice lines of this voucher to separate the

costs of parts and labor. Enter the desired speedchart or chartfield data for
repair parts.
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{ZRegular Entry - Windows Internet Explorer [T x]
@T\: =[] https:fuwm.comnectnd.us/pspindf/EMPLOVEE/ERP/C/ENTER,_VOLCHER_INFORMATION. VCHR_EXPRESS. GBLFalder=MYFAVORITES =00 S )l #n ) [ e search o]

| Fle Edt View Favortes Took Help

¢ Favorites

& Regular Entry

s*NDF T+

(=13
Packing Slip:
Invoice Lines
= Line ‘Distrihute by em Description Quantity UOM Unit Price Extended Amount

1 [amount =] | Q| [ Q| [ 0.00
Ship To SpeedChart

BLHsc @ [ozz @ I~ Use One Asset ID Calculate

First " 4ot " Last

~ Distribution Lines
GL Chart Y ExchangeRete |  Sietistics

Loy Amount  Quantity 'GLUnit  Account Openltem Oper Unit Fund Dent Progam Class DGO project Activity Source

Unit Ivpe
=Er 1 0.00 32500 QL [534035 Q @ fat @ fznz @ fozez Q Q feo170 @ [3zs00 @ [z212 Q Joa Q [Frro7

=1 Line ‘Distribute by em Description Quantity UOM Unit Price Extended Amount
2 [amount =] | a | | [a] [ 0.00
Ship To SpeedChart
pLHsc @ fpanz Q@ I Use One Asset D Caleulste

First 4ot " Last

~ Distribution Lines Customize | Find | Vi

GLChart Y ExchangeRete | Statisics y  Assets
cony Amount  Quantity 'GL Unit  Account Operitem Oper Unit Fund  Dept Progam Class DGO project Activity Source

Unit Type
=r 1 0.00 32500 O Q Q foor @ [21z @ [ozez Q @ [oo170 @ 32800 @ [z212 Q foo  [Frro7

Business Unit: 32580

Voucher ID:  NEXT p—
Print Invaice] Invoice Lines 0.000
Misc Charge Amount l— i

Freight Amount l— [

iminus)  Total 75000 Calculate —

{equals)

Rloh Merchandise Summary

| I ;lj
i/ start J a ] {& Regular Entry - Windo... J O

Step Action

6. Click the View All link on the far right of the screen to see both invoice lines.

7. Since the second invoice line is going to be for the reportable amount, enter
a speedchart or chartfield data for services field.
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{ERegular Entry - Windows Internet Explorer |- (=]
6: w [ ] Fttps:ifwiw. connectnd. us/psp/ndt/EMPLOVEE ERPC{ENTER_YOLICHER_INFORMATICN WCHR_EXPRESS, GBL7Folder=MVFAYORITES =1 & [[62) ¢ | [ Live Search £~

| Fle Edit View Favortes Tools Help

o Favorites @ Reqular Enkry

+*NDF T+

Home

(SI3
Vendor: [ooooossedd @ “Pay Terms: ,DD_ Q, Now =  BasisDtType InvDate B
Nams:  [BECFIOWIQ N comments
Location: [wam & Accounting Date: [sinerzons [
*nddress: [ 1O ugyanced vendor Search  *Currency: [uso/a Man Merchandise Summary
B &L PLUMBING Total: [ 75000 _Calwulate
411 STHAVE © Session Defaults
LISBON, ND 58054 niithholding

PackKing Slip:

[][=] Line -Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [amount 7| | Q | [ q | [ 25000

Ship To SpeedChart
BLHSC  Q |o202 @ [~ use One Asset ID

~ Distribution Lines
GLChart Y ExchangeRate |  Stafistics

Calculate

First " 4.af 11" Last

Lo Amount  Quantity *GLUnit  Account Openltem Oper Unit Fund Dept Progam Class  pePUS  Project Activity Source

=r 1 0.00 32500 O [534035 Q a fonr @ 212 0202 aQ Q fouiro @ Fzst Q [znz a foo a, [Frvor

B

EE Line ‘Distribute by Hem Description Quantity UOM Unit Price l Extended Amount
2 [amount | | a | [ a |

Ship To SpeedChart
BLHSC Q. [0202 Q [” Use One Assp

~ Distribution Lines
GL Chart Y ExchangeRste | Siafistics

Cony
Down

EC 1 0.00 32500 Q [621325 Q aQ fam @

First " 4ot 1" Last

Program  Class E"“Bus Project Activity

Q Q [faoi7o @ ;nn Q [z212 Q oo @, [Frvor

Source

Amount Quantity *GL Unit  Account Openitem Oper Unit Fynd

E

Business Unit: 32580
Moucher ID:  NEXT

Invoice Lines
Print Invoice, )
Misc Charge Amount
Freight Amount
| LIJ
|e|? @

4

i start J @ J /€ Regular Entry - Windo... l

Step Action /

I
| I
l

8. Change the amount in the Extended Amount field for the cost of the parts
involved on the first invoice line. Enter "250.00".

9. Change the Extended Amount fielq on this line to represent the cost of the
services. Enter "500.00" here.
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{2 Regular Entry - Windows Internet Explorer

6\‘-\71 =[] hetps:fomuw. connectnd.usipsp/ndftENMPLOVEE /ERP/c/ENTER,_VOLICHER,_INFORMATION. VCHR_EXPRESS, GBL7Folder=MYFAYORITES =00 & |[#2 )1 [R2 ve search

| File Edit view Favorkes Tools Help

" Favorites (@ Reqular Entry

«+NDFT#+

=

Vendor:  [oononssais @ “Pay Terms: oo ow |  BasisDtType InvDate

Hame: [BaCriowonr @ conolGrown: | @ Comments(0}

Location: W Q Accounting Date: M E]

mdoress: [ apancen vendorsean  *Currency: [usD & HNan Werchandise Summary

B &L PLUMBING Totat: 75000 | Calculate

M1STHAVEC
LISBON, ND 58054

Session Defa
ithholding

Packing Slip:

[=] Line ‘Distribute by Kem it Quantity UOM Unit Price Extended Amount
1 [amount = | Q| [ Q| [ 260.00
Ship To SpeedChart

BLHSC O Jozoz & I use One Asset ID Calculate

~ Distribution Lines
GL Chart

" Stafistics

"\ Exchange Rate

[Invoice Lines

Copy

BC Bus
Down it

Amount Quantity *GL Unit  Account Openitern Oper Unit Fund Dept Program Class

Source

B 1 .00 2500 @ [534035 Q Q feor | a1z @ [oz0z Q Q feoro @ e Q [z212

E

Q [Frvo7

=1 Line ‘Distribute by Item i Quantity UOM Unit Price Extended Amount
2 [Amount 7| | a | [ q | [ 500.00]
Ship To SpeedChart

BLHSC @ foz02 & " Use One Asset ID Calculate

~ Distribution Lines
GL Chart Y ExchangeRste | Slatistics

Copy

PC Bus
Down Unit

Amount Quantity *GL Unit  Account Openitern Oper Unit Fund Dept Program  Class

Business Unit: 32580
Voucher ID: MEXT

Invoice Lines
Print Invoice 0.000
=

Misc Charge Amount

Freight Amount =

Q| |
diseart| | & || # regular Entry - windo..

Source —

B 1 0,00 32500 @ [621325 Q Q fsor @ o1z @ (o202 Q Q [so170 @ [z Q [z212

B

Q [Frio7

s
|o|?[GE

Step Action

10. Let's see what the Withholding link looks like now.

ithhaldirg
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/2= Regular Entry - Windows Internet Explorer

@T\;- [ https:/wim. connectnd usfpspindt/EMPLOVEE/ERPG/ENTER_YOLCHER_INFORMATION.YCHR,_EXPRESS.GBL7Folder=MVFAVORITES =1 & [ f] x| [ Live search £|-

| File Edt View Favorites Tools Help

i Favortes @ Regular Entry

~+NDFT#*

=

Mew Window | Help | Custernize Page |

Withholding Information
Back to Invaice
Unit: 32580
VAT Entity:

Invoice:  Split labor & parts

MNEXT

Wendor: 0000099844 B &LPLUMBING

Voucher: 06/10/2009

Date:

Postpone Withholding [~

Invoice Line Withhold Information

Line Description

Code
1

Withholding Details

*Entity

Customize | Find | Vie:

Contract | Rule

Reference |Owerride

'Withholding
Type *Jurisdiction *Class  |Basis Amt Crror
Override —

First [ 4 or 1 [¥] Last

B

Line Description
Z

Withholding Details

*Entity

[1[lme o a e o oraf

'Withholding
Type *Jurisdiction *Class  |Basis Amt
Override

I e

"Withholding Applicable
~

Custornize | Find | vie

Contract | Rule

Reference Owerride

|Paymem | ‘l_ _‘El

FHE

a8 st [ o [H Last

FWWW

i start ] @

[ 1[fre”a s alFeoa [ all

J {& Regular Entry - Windo...

“_Q |Pavmem ¥

=

|l [G@

Step

Action

11.

Make sure that

if necessary.

both invoice | ines &

12. We do not want Line 1 to be reportable, because it is for the parts amount.

Click the Applicable option A.

13. Click the Withholding Applicable option B to remove this checkmark as

well.

14, Leave the second line alone to report the $500.00 in services. Click

the Back to Invoice link.

Back to [nvoice
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{2 Regular Entry - Windows Internet Explorer HEE
6@- [ 2] https:j e connectnd.usipsp/ndFt/EMPLOVEE/ERPc/ENTER_VOUCHER_INFORMATION. YCHR_EXPRESS. GBL?Folder=MYFAYORITES =l & [ #2 ] | [ Live search £~

| Fle Edt Wiew Favortes Tools Help

oy Favarites @ Regular Entry

~+NDFT#

=3

Hew Window | Help | Gustorize Page | 5 4

| Invoice Information " Payments  Woucher Aftributes |

Business Unit: 32580 Invoice Number:  |SPIitlabor & parts
oucher ID: MNEXT Invoice Date: 0BM 02008

Voucher Stle: Regular Action: - Run Print Invaice
PO Unit: Q. Purchase Order: Q | CopyFO Worksheet Copy Option: m

Vendor: 0000099644 Q “Pay Terms: o0 Q_ Now o] Basis Dt Type Inv Date

Budget Status:

Name: B&LPLUM-O0T O Control Group: Q Cornments((;

Location: WA Q Accounting Date; [VI0B7Z009 (5

address: [ 1O pgancedVendar Search *Currency: Uso/ @ Mon Merchandise Summary
B &L PLUMBING Total: [ 7s000 | Caloulate

411 5TH AVE © Session Defaults
LISBOM, ND 58054 Withholding

Packing Slip:

[#][=] Line -Distribute by Hem Description Quantity UOM Unit Price Extended Amount

1 [Amount =] | a | [ a | [ 250.00
Ship To SpeedChart o
BLHsc (G ozoz & I Use One Assst ID Calculate
C nize

~ Distribution Lines
GL Chart
Copy

com Amount  Quantity *GLUnit  Account Openitem Oper Unit Fund Dept Program Class  ECBS  project Activity Source

= 1 260.00 32500 O [534035 Q Qe @z Q@ fe: Q @ [ao170 Qa_zsnn Q [zz1z a [on a, [Frvo7

First " 1ot " Last

Y ExchangeRate | Stafistics |  Assels

= Line ‘*Distribute by Htem Description Quantity UOM Unit Price Extended Amount

2 [amount =] | a | | Q| [ 500.00
Ship To SpeedChart

BLHSC @ [0202 @ [ Use One Asset ID Caleulate
o

~ Distribution Lines
GL Chart Exchange Rate

Y Statistics

Copy Bt Arrartths 221 Uit Beconnt Anonttam Onor Hnit Comed Pt

il - BCBUS oo [ Sm-_ri;l
distant| | @ || @ regular Entry - windo... | @ | 7 BE

Step Action

15. Once you are confident that the right amount will be reported on this
voucher, save and budget check as normal.

16. That is how to split parts and labor for 1099 reporting purposes, or any
reportable and non-reportable expenses on the same voucher.

PLEASE NOTE: As far as the IRS is concerned, it is perfectly legal to report
the entire bill for repairs, parts and labor included. This is especially true if
the parts were Aincidental, o0 or a r
buys extra supplies to have on hand, they would not be reportable.

End of Procedure.
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ST Lesson 3.27 Running 1099 Queries
Lesson 3.2 Running 1099 Queries

Navigation: Reporting Tools>Query>Query Viewer

Queries have been developed to help agencies track payments that may or may not
show up on the 1099 reporting tables. Users do not need to have the 1099 Maintenance
role to run these, but they do need access to Query Viewer.

The following queries will be discussed along with how to read and use them before
doing any maintenance online:

e NDS_1099 MISMATCH
« NDS_1099 ACTIVITY
e NDS_ACCOUNT_INQUIRY

The first two are both required to be run and reviewed by agencies each year. The third
guery is to provide additional information only.

ST 3.2.11 Mismatch Report

3.2.1 Reporting Tools > Query Viewer > NDS_1099 _MISMATCH

This query replaces the online report that came delivered with PeopleSoft. This query is
better to use than the online version for these reasons:

1) Users do not need the 1099 Maintenance Role, just access to Query Viewer;

2) We have expanded the query to include account numbers per request by
agencies;

3) By downloading the query into a spreadsheet, users can sort the information in
any format they choose.

This query is a good starting point in your 1099 maintenance. Like the old Mismatch
Report, this query will identify those vouchers that have a different withholding status
than the vendor.

How to Run Queries

Search for the query name above, then select 6
the promptandthedat e range you wish to check on. Cl
need to keep in mind the following items:
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¢ |f your agency uses more than one business unit, you will have to run this report

for each unit.

e If your agency has a lot of voucher transactions i whether or not your agency is
one of the larger ones i you may want to run this query for a month or a quarter
at a time. The query will time-out if there are too many transactions.

Reading the Results

While analyzing the query results, take notice that your vouchers are broken down by
voucher line and distribution line. If you do have more than one line in either column, the
total voucher amount may show up more than once in the last column.

Example: A voucher has three invoices lines. This is what the query will show:

Voucher Line Account Line Amount Gross Amount
1 521075 443.520 615.220
2 521080 161.700 615.220
3 521025 10.000 615.220

The amount of the voucher is only $615.22 i the query just has to list the amount for
every voucher or distribution line.

Line W/H
| f t her e i

S an

ANO for y 0

ur vouchers

i n

reportable vendor, but that particular voucher did not have reporting information

entered.

Vendor Registry often sets up a vendor as reportable because it is a sole proprietorship,
partnership, individual, or other type of entity that requires 1099 reporting. That does not
mean that every payment to them needs to be reported, however.

Your agencyobs
are for refunds or the purchase of goods. Therefore, it is OK to have vouchers show up
on this report. Some common vendors that may show up to your surprise:

Dakota Awards

X X X X X

Employees

payments to

this vendor

may

Prairie Rose Data Products

Great Capital Lunch Room
Midcontinent Business Solutions

The first three businesses listed above are sole proprietorships that could possibly
receive payments for services that would be reportable. If the correct location was used
for making payments for goods to these vendors, they should be showing up on this
report. Just look at the account number listed to make sure it is for a commodity and not

a service.
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Midcontinent Business Solutions is a partnership that supplies utilities that are not
reportable, such as cable, phone, and Internet, but they also offer advertising and other
services. A quick look at the account number on this report should tell you whether or
not that voucher should be reported on a 1099 or not.

Employees: As of January 1, 2007, Vendor Registry established a policy that a new
vendor number will not be issued for a current state employee unless that individual is
performing services under a business name and/or separate TIN. If any employee
needs to be paid for services that are reportable, a location will be added to their
employee vendor for that purpose and withholding will be turned on. Because of this,
you may notice employees showing up on the Mismatch query, especially if you paid
them travel reimbursements on their HOME location. Again, this is OK i but it should
also flag payments to employees that really should be reported, but were paid on the
wrong location (using the HOME location rather than the 1099 Reportable location).
Please watch the account numbers used on all vouchers in this report to separate these
payments.

Occasionally a AYd may appear in the O6LIine W/ H
and its vouchers are initially set up for 1099 reporting, but Vendor Registry determines

that the vendor should not have withholding and removes the reporting information. This

will create a mismat ch wietskinfpronwenda Registcyy 6 s vouc
when this occurs. Users with the 1099 Maintenance r ol
vendors, but that vendor may be paid by more than one agency, and Vendor Registry

can clean them all off at one time. Vendor Registry also needs to investigate to see if

the withholding was removed from the vendor in error.
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