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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 
create what is called a ñJob Aid.ò  (See ST Module 1 ï How to use OnDemand Training 
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).  
  
 

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
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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. 

 
 

Step Action 

1. Click the Accounts Payable link. 

 

2. Click the Vouchers link. 

 

3. Click the Regular Entry link. 

 

http://www.nd.gov/vr/1099/choosing-correct-location.pdf
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Step Action 

4. In this example, we are going 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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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. 
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Step Action 

7. The vendorôs default location will always fill in.  Click the Look up Vendor 
Location (Alt+5) button to find the right one for you. 
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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. 
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Step Action 

9. Enter the Invoice Number, Invoice Date, and Amount.  Click the Add button. 
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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). 
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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. 
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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.   

 

 
 

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. 

 

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. 

 

 
 

Step Action 

16. Click the Look up Short Vendor Name (Alt+5) button to search on "midco." 

 

 



Training Guide 

 
ST Module 3 ï 1099 Vendor Reporting 

 

 Page 12 

 
 

Step Action 

17. Click the MIDCONTINENT BUSINESS SOLUTIONS link. 
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Step Action 

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

20. Finish entering the correct information on this page. 

21. Click the Add button. 
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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. 
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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. 
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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:     

 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). 

 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." 

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

 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. 

 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. 

 

http://www.nd.gov/vr/docs/1099-payments-to-ee.pdf
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Step Action 

1. Letôs start entering a new voucher.  Click the Accounts Payable link. 

 

2. Click the Vouchers link. 

 

3. Click the Regular Entry link. 
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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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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. 
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Step Action 

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

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

10. Click the Add button. 
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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. 
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Step Action 

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

17. This screen shows how Vendor Registry labels the location for employees.  
Click the 1099 REPORTABLE SERVICES link. 
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Step Action 

18. Finish entering your information on this page. 

19. Click the Add button. 
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Step Action 

20. It is good practice to always click the Withholding link it if shows up on a 
voucher. 
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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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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.   

 

 



Training Guide 

 
ST Module 3 ï 1099 Vendor Reporting 

 

 Page 36 

 
 

Step Action 

23. Click the Back to Invoice link. 
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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 Commodity 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 unique 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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Step Action 

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

 

2. Enter the correct vendor number into the Vendor ID field. 
Enter "0000109213". 
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Step Action 

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

4. Click the REPORTABLE-001 link. 
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Step Action 

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

6. 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 
agencies should use this location.) 
Click the COMMODITY GROUP USE ONLY link. 
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Step Action 

7. Complete the rest of the fields on this page.  Click the Add button. 
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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. 
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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.  
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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. 

 

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. 
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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). 

 
 

http://www.nd.gov/vr/1099/reportable-vendors-vs.pdf
http://www.nd.gov/vr/1099/correct-withholding-in-vchr.pdf
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Step Action 

1. Click the Accounts Payable > Add/Update > Regular Entry link to begin a 
new voucher. 
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Step Action 

2. To search for Johnson Electric, enter "johnson" into the Short Vendor 
Name field.  
Click the Look up Short Vendor Name (Alt+5) button. 
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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. 
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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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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. 
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Step Action 

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

 

 

 
 

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. 

 

 
 



Training Guide 

 
ST Module 3 ï 1099 Vendor Reporting 

 

 Page 58 

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. If it is, 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. 

 
 

http://www.nd.gov/vr/1099/explanation-of-diff.pdf
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Step Action 

1. Start a new voucher by going to Accounts Payable > Vouchers Regular 
Entry. 
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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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Step Action 

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

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. 

 

 
 

Step Action 

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

 

 



Training Guide 

 
ST Module 3 ï 1099 Vendor Reporting 

 

 Page 66 

 
 

Step Action 

10. Click the Back to Invoice link. 

 

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. 

 
 

Step Action 

1. Start a new voucher by navigating to Accounts Payable  > Vouchers  
>Regular Entry. 
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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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Step Action 

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

 
 

Step Action 

1. Add a new voucher and enter "0000099644" into the Vendor ID field for this 
topic.  
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Step Action 

2. Continue entering the fields on this page, but be sure to not click ñAddò until 
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. 
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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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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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Step Action 

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 field on this line to represent the cost of the 
services. Enter "500.00" here. 
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Step Action 

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

11. Make sure that both invoice lines appear on this screen by clicking óView Allô 
if necessary. 

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. 

 

 

A 

B 
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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 ñincidental,ò or a required part of the repair.  If an agency 
buys extra supplies to have on hand, they would not be reportable. 
 
End of Procedure. 
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ST Lesson 3.2 ï 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: 

 NDS_1099_MISMATCH 
 NDS_1099_ACTIVITY 
 NDS_ACCOUNT_INQUIRY 

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

 

 

ST 3.2.1 ï 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 óRun to Excel.ô  Enter your business unit in 
the prompt and the date range you wish to check on.  Click óview Results.ô  Agencies 
need to keep in mind the following items: 
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 If your agency uses more than one business unit, you will have to run this report 
for each unit. 

 If your agency has a lot of voucher transactions ï whether or not your agency is 
one of the larger ones ï 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 ï the query just has to list the amount for 
every voucher or distribution line.   
 
 
Line W/H 
If there is an ñNò for your vouchers in this column, it means the vendor is a 
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 agencyôs payments to this vendor may not need to be reported, especially if they 
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: 
 
× Prairie Rose Data Products 
× Dakota Awards 
× Great Capital Lunch Room 
× Midcontinent Business Solutions 
× Employees 

  
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 ï 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 ñYò may appear in the óLine W/Hô column.  That happens when a vendor 
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 mismatch with your agencyôs vouchers.  Please inform Vendor Registry 
when this occurs.  Users with the 1099 Maintenance role can clean up their agencyôs 
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.  






































































































































































































































































