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Procedure 1: Adding a Non -Trade Vendor  

1   Non-trade vendors are not shared with any other agencies. 

After accessing the Accounts Payable module:  

1. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup 

(VSU) screen. 

2. Type the non -trade paying entity (XXPN)  in the PAY ENTITY field. 

 1   Your agency and OSC determines the non-trade paying entity code. 

3. Type the vendorôs federal ID number or the social security number  in the VENDOR NO 

field. (Do not type the hyphens.) 

4. Type the vendorôs group letter in the GROUP field, if applicable. 

5. Type the vendorôs name in the VENDOR NAME field. 

6. Type D in the VENDOR TYPE field to indicate that this is a direct vendor. 

7. Type the vendor name  in the SHORT NAME field. (Do not type any spaces between the 

names.) 

                 1   For an individual, type the last name followed by the first name. 

8. Type the vendorôs phone number in the PHONE field. 

9. Type the vendorôs street address in the ADDR LINE 2 field of the REMIT TO section. 

10. Type the vendorôs state in the STATE CODE field. 

                                            1   If this address is located outside the US, leave this field blank. 

11. Type Y in the VAL field for US addresses. 

                                                      1   For foreign addresses, type an N. 

12. Type the vendorôs city in the ADDR LINE 3 field of the REMIT TO section. 

              1   If the address is located outside the US, type the city name, province (if applicable) 
         and nation in the ADDR LINE 3 field of the REMIT TO section. 

13. Type the vendorôs zip code (including the ñplus 4ò zip) in the POSTAL CODE field. 
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You can locate the corresponding Category Codes on the 
Description Table (DTL) screen. 

¶ Type DTL in the NEXT FUNCTION field and press ENTER 
to access the Description Table (DTL) screen. 

¶ Type your paying entity (XXPN) in the ENTITY field. 

¶ Type PAY  in the ENTITY TYPE field and press 
ENTER. 

¶ Once you have located the appropriate code, access 
the VGN screen to add the code. 

o An example of an often used Category Code is TAX.  

This code is used to describe a ñTax Exempt, Non-Profit 

Vendor.ò 

An abbreviated list of the most used Category Codes can be found 
in QRG 2: Post Office and Incorporated Cities and Towns . 

If you know the city in the remit-to address on the VSU screen, you 
can identify the county code using QRG 2: Post Office and 
Incorporated Cities and Towns.  
 
If you know the county name, you can find the corresponding code 
on the Description Table (DTL) screen. 
 
Once you have located the appropriate code, access the VGN 
screen to add the code. 

14. Type a contact name  at the vendorôs company in the CONTACT field. 

15. Press ENTER to add this vendor to your non-trade paying entity and to clear the 

screen. 

16. Type G in the REQUEST field and press ENTER to display the vendor record. 

17. Type VGN in the NEXT FUNCTION field and press ENTER to access the Vendor General 
Information (VGN) screen. 

18. Type the vendorôs business characteristic in the CATEGORY CODES 1 field. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

19. Type the remit-to county code in the CATEGORY CODE 5 field. 

 

                  1   Type 999 in the CATETORY CODE 5 field to indicate that a vendor is an out-of- 

          state vendor. 
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20. Type todayôs date in the VEND ADD field to track the date of the addition of the vendor 
to the system. 

21. Press ENTER to process the VGN screen. 

22. Type G in the REQUEST field and press ENTER to display the vendor record. 

23. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable 

Information (VPN) screen. 

24. Type the vendorôs tax identification number (TIN) in the TAX ID NUMBER field to add 

the tax ID number. 

1   If there is no TIN in this field and this vendor has a 1099 transaction, an   

                      Automatic 30% is withheld from that transaction. 

25. Press ENTER to add the vendor as a non-trade vendor. 
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Procedure 2:  Entering a Control Group  

1   Make sure you have received a completed Control Group Header sheet. 

 

After accessing the Accounts Payable module: 

 
1. Type CDE in the NEXT FUNCTION field and press ENTER to access the Control Document 

Entry(CDE) screen. 
 

2. Type your paying entity (XXPT)  in the PAY ENTITY field. 
 

3. Type the control group num ber  in the CONTROL NUMBER field. This number corresponds 
to the control group number on the Control Group Header sheet. 
 

4. Type the control group total amount  in the CNTL AMT field. This field reflects the total of 
all invoices in the control group. 

 
5. Type your first and last initials  in the APPL AREA field. 

 
6. Type a valid entry method  for matching entry in the ENTRY METHOD field. The following 

are valid entry types: 
 

D = direct entry 
M = matching entry 
E = employee reimbursement entry 
 

7. Press ENTER to process the control header information and to access the Invoice Matching 
(IMP) screen. The following screens apply: 
 

D accesses the Invoice Worksheet 1 (IWS-1T) screen 
M accesses the Invoice Matching (IMP) screen 
E accesses the Employee Worksheet 1 (EWS-1T) screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 80 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 81 

 

Procedure 3:  Entering Direct Invoices  
 

   1   Make sure you have received a completed Control Group Header sheet. 
 

After completing the Control Document Entry (CDE)  screen and accessing the  Invoice 
Worksheet 1 (IWS -1T) screen:  

1. Type the invoice number  in the INVOICE NUMBER field. 

2. Type the invoice date  in the DATE field. This date is used to determine the payment due 

date based on the payment terms code. 

3. Type the vendor short name@  in the VENDOR SHORT NM field and press ENTER. 

                       1       If you access the Vendor Setup (VSL) screen, choose the appropriate vendor. 
     Type R in the ACTIVITY field and press ENTER to return to the IWS-1T  
     screen.                                                                                                                                                                                                                                             

4. If any messages display, read the messages and press ENTER to override the messages 

and continue entering the invoice. 

5. Verify that the appropriate payment terms have defaulted into the TERMS CODE field. 

Update this field if necessary. 

     1   You can access the Payment Terms Code List (PTL) screen to obtain 

   a List of payment terms and their corresponding codes. Type BACK                                                       

   in the NEXT FUNCTION field and press ENTER to return to the  

                         IWS-1T screen. 

6. To add a remit message to the check, access the Remit Message List (RML) screen by 
typing RML in the NEXT FUNCTION field and pressing ENTER (or enter the message 
directly on the IWS-1T screen and press ENTER. Then skip to Step 10.) 

7. Type your paying entity (XXPT) in the PAY ENTITY field and press ENTER to review the 

remit message. 

8. Once you have found the appropriate message on the RML screen, type R in the NEXT 

FUNCTION field and press ENTER to return to the IWS-IT screen. 

9. Type the three -character code  that corresponds to the message in the first REMIT MSG 

field. 

10. At the 0001 line, type the first line total amount  in the AMOUNT/PERCENT field to 

indicate the amount of the first line of the invoice. 

11. Type your company number  in the CO field. 
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12. Type the account number  in the ACCOUNT field. 

13. Type the center number  in the CENTER field. 

              1   If there is only one line of expense, proceed to the next step. If there is  
          more than one line of expense, repeat Steps 10 through 13 and then  
          proceed with Step 14.                                                                                                                                                                                                                                                                                                                    

14. If there is a NO in the 99 field, you must override the NO with the applicable 1099 code. 

15. Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List 

(TNL) screen. 

16. Press ENTER to view the 1099 codes. Scroll down to find the correct 1099 code to 

process the invoice line. 

17. Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice 

Worksheet 1 (IWS-IT) screen. 

18. Type the 1099 code  over the NO in the 99 field of the invoice line. 

19. Type the total invoice amount  in the GROSS AMOUNT field. 

20. Type NEXT or N in the REQUEST field and press ENTER to balance the document. 
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Procedure 4:  Entering Invoice Header Information for 
Matching Invoices  

After completing the Control Document Entry (CDE)  screen and accessing the Invoice 
Matching (IMP)  screen:  

1. Type the invoice number  in the INVOICE NUMBER field. 

2. Type the invoice date  in the DATE field. 

3. Type part of a vendor name@ in the VENDOR SHORT NAME field. (If you know the vendor 
number, type the vendor and group number  in the VENDOR NUMBER field and press 
ENTER to return the vendor number and address to the IMP screen. Then, skip to 
step 8). 

4. Press ENTER to return the vendor number and address to the IMP screen. 

 1   If the short name is unique to a vendor the vendor name and address is returned 
to the IMP screen. In this case, skip to Step 8. 

   

  1   If the short name is not unique to a vendor name and address, the Vendor Short 

Name List (VSL) screen is displayed with a list of all the vendors that match the 
specified short name. 

5. Type B in the ADDRESS TYPE field to display both the order-from and the remit-to 

address. 

6. Press ENTER to scroll through the list until you find the required vendor. 

7. Type R in the ACTIVITY field for the required vendor and press ENTER to return the 

vendor number and address to the IMP screen. 

8. To verify that the correct vendor name and address have been returned to the IMP 
screen, type VRS in the NEXT FUNCTION field and press ENTER to access the Remit to 
Vendor Setup (VRS) screen. The VRS screen displays detailed information about the 
vendor. 

9. Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice Matching 

(IMP) screen. 

10. Type the buying entity (XXBG)  in the PO BUY ENTITY field. 

11. Type the purchase order nu mber  in the PO NUMBER field and press ENTER to 

process the entered information. 
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12. If a PO is not referenced, type F in the REQUEST field and press ENTER to access 
the PO Finder (POF) screen. The POF screen lists open purchase orders by vendor 
within a buying entity. 

13. View the listed purchase orders and choose the corresponding purchase order. 

14. Type S in the SEL field next to the required PO and press ENTER to access the 

Invoice Matching (IMP) screen. The purchase order information defaults from the 

POF screen. 

 

15. Verify that the payment terms that defaulted into the TERMS CODE field are correct. 

Change the terms code to match the terms indicated on the invoice, if 

necessary. 

 

16. Type the total amount of the invoice  in the GROSS AMOUNT field. 

 

17. Press ENTER to process the information and to access the Invoice Line Audit (ILA) 

screen. 
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Procedure 5:  Entering Invoice Line Information for Matching 
Invoices  

After accessing the Invoice Line Audit (ILA) screen:  

1. Verify that the correct accounting distribution is being used. 

2. Compare the value in the UOP field to the unit of measure used on the invoice (UOI). 

1   If the UOP and the UOI are the same, skip to Step 4. 

1  If the UOP and the UOI are not the same, convert the UOP to the UOI, using either 

Step 3a or Step 3b. 

3. Type the Unit of Invoice (UOI) in the UOP field if: 

¶  UOI is defined on the Units of Measure List (UML) screen and 

¶ the system-calculated conversion factor equals the true numerical 
relationship between the UOP and the UOI. 

OR 
 

Type the manual ly calculated conversion factor  in the CONV FACTOR field if either of the two 
conditions in Step 3 are not satisfied. 
 
 
4. Compare the PO line quantity in the QUANTITY field to the invoice quantity. 

¶ If they are the same, skip to Step 5. 

¶ If the values are not the same, type the invoice quantity  in the QUANTITY field. 

¶ If the invoice quantity is a fraction, convert the UOI to a unit of measure that 
permits the quantity to be a whole number. Use any option in Step 3 that 
applies to change the UOI. 

5. Compare the PO line amount in the AMOUNT field to the invoice amount. If the values 

are the same, skip to Step 6. 

  1   If the values are not the same, type the invoice amount  in the AMOUNT field. 

6. Type A in the REQUEST field to tag a line. 

 1   Each sequence letter (A, B, C) corresponds to a specific line on the purchase 

order. To indicate each line that is to be paid, you must tag the line. To tag a line, 
type the sequence letter in the REQUEST field and press ENTER. If all lines are 
to be paid, type S in the REQUEST field and press ENTER. 

7. Press ENTER to process the information. 

 

 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 86 

 

8. If the invoice is a 1099 transaction, type 3 in the REQUEST field and press ENTER to 
access the Invoice Worksheet (IWS-IT) screen. (If the invoice is not a 1099 
transaction, go to Step 13.) 

9. Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List 
(TNL) screen. 

10. Press ENTER to scroll down the possible 1099 codes until the correct code is found. 

11. Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice 
Worksheet (IWS-IT) screen. 

12. Type the correct 1099 code  over the NO in the 99 field to categorize the payment on the 

1099 form. 

13. Type N or NEXT in the REQUEST field and press ENTER to complete the invoice 

entry. A blank Invoice Matching (IMP) screen is displayed. 
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 Procedure 6:  Entering Zero -Dollar Invoices  
 

NOTE: Make sure that you have completed a Control Group Header sheet. 

After entering a zero -dollar control group header:  

1. Type the invoice number  in the INVOICE NUMBER field. 

2. Type the invo ice date  in the DATE field. This date is used to determine the payment 

due date based on the payment terms code. 

3. Type the vendor short name@  in the VENDOR SHORT NM field and press ENTER. 

 1   If you access the Vendor Setup (VSL) screen, choose the appropriate vendor. 
Type R in the ACTIVITY field and press ENTER to return to the VSL screen. 

4. If any messages display, read the messages and press ENTER to override them and 

continue entering the invoice. 

5. At the 0001 line, type the first line total amount  in the AMOUNT/PERCENT field to 

indicate the total amount of payments to the vendor for the specified 1099 code. 

 1   A description is not necessary for 1099 zero-dollar invoices. However, if you would 

like to use a description, the OSC suggests you use Load 1099 zero-dollar 
invoices. 

6. Type the correct 1099 code  in the 99 field. 

7. At the 0002 line, type the reverse (negative) of the amount entered on line 0001. 

 1   If the vendor has payments under more than one 1099 code, enter the total for 

each 1099 code on a separate invoice line. The last invoice line should be the 
reverse (negative) of all of the amounts entered for that vendor. 

8. Type 0.00 in the GROSS AMOUNT field. 

9. Type NEXT or N in the REQUEST field to balance the document. 

10. Continue entering documents or type BAL  in the REQUEST field and press ENTER to 

balance the control group. A blank Control Document Entry (CDE) screen is displayed. 
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Procedure 7: Changing a Document  

After accessing the Accounts Payable Module:  

1. Type DEM in the NEXT FUNCITON field and press ENTER to access the Document Entry 

(DEM) screen. 

2. Type IMW in the NEXT FUNCITON field to access the Invoice Maintenance Worksheet 1 

(IMW-1T) screen and press ENTER. 

3. Type your trade paying entity (XXPT) in the PAY ENTITY field. 

4. Type the invoice number  in the INVOICE NBR field. 

5. Type the vendor number  in the VENDOR NUMBER field. 

6. Press ENTER to access the document information. 

7. Type the correct information  over the incorrect information in any of the unprotected 

fields. 

8. Type N or NEXT in the REQUEST field to process the change and press ENTER to 

access a blank IMW-1T screen. 
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Procedure 8: Designating a Non -Trade 1099 Vendor  

After accessing the Accounts Payable module:  

1. Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List 

(TNL) screen. 

2. Press ENTER to view the 1099 codes. Scroll down the list until you find the correct 
1099 code for the vendor. (For example, M7 identifies the vendor as a miscellaneous 
non-employee compensation vendor.) 

3. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable 

Information (VPN) screen. 

4. Type the non -trade paying entity  (XXPT) in the PAY ENTITY field. 

5. Type the vendorôs short name@ in the SHORT NAME field. 

6. Type the vendorôs social security number or federal ID number  in the TAX ID NUMBER 

field. 

7. Type the valid 1099 code  in the 1099 CODE field. You could also type NO in this field. 

 1   Typing NO in the 1099 CODE field alerts the AP clerk of possible 1099 transactions. 

It is then the clerkôs responsibility to determine the appropriate 1099 code for each 
transactions. 

8. Press ENTER to process the information. 
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Procedure 9: Recording Zero -Dollar Manual Checks  

After accessing the Accounts Payable module:  

1. Type MPE in the NEXT FUNCTION field and press ENTER to access the Manual Payment 

Entry (MPE) screen. 

2. Type ZRO in the BANK ACCT PAY CODE field. 

3. Type the manual check number  in the PYMT REF NBR field. 

4. Type 0.00 in the PAYMENT AMOUNT field. 

5. Type the date of the manual check  in the PAYMENT DATE field. 

6. Type the paying entity  in the PAY ENTITY field to indicate the paying entity of the vendor or 

employee. 

7. Type the vendor short name@ in the SHORT NAME field to identify the vendor. 

8. Press ENTER to access the Vendor Short Name (VSL) screen. 

9. Type R in the ACTIVITY field and press ENTER to return to the Manual Payment Entry 

(MPE) screen. 

10. Type S in the NET AMOUNT field to identify that the net amount of the document was 

paid. 

11. Type N or NEXT in the REQUEST field and press ENTER to process the 

information and access a blank MPE screen. 
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Procedure 10: Filing and Correcting 1099 Returns ï Paper 
Correct ions (after the magnetic tape has been generated)  

Choose the type of error that needs to be corrected.  

ERROR 1 No payee TIN (SSN or EIN) or Incorrect TIN, or incorrect name and address. This 
requires two separate transactions to make the correction properly. 

Transaction 1 ï Identify the incorrect return being submitted. 

1. Form 1096 

¶ Prepare a new transmittal Form 1096. This Form 1096 is used to transmit your cor-
rected returns. 

¶ This Form 1096 is used to transmit your corrected returns. Therefore, complete Form 
1096 showing your correct name, address, and TIN, and in other boxes enter only 
information about corrected returns. For example, enter in box 3 of Form 1096 only 
the number of corrected returns being submitted. 

2. Form 1099 

¶ Prepare new Forms 1098, 1099, 5498, or W-2G. 

¶ Enter an X in the CORRECTED box at the top of the forms. 

¶ Enter the payer, recipient, and account number information  exactly as it 
appears on the original returns; however, enter 0 (zero) for all money amounts. 

¶ File Form 1096 and Copies A of the returns with the appropriate service center. Do 
not include copies of the original returns that were filed incorrectly. 

 

Transaction 2  ï Report correct information 

1. Form 1096 

¶ Prepare a new Form 1096. 

¶ Enter the words ñFiled to Correct TIN, name and/or addressò at the bottom margin 
of the form. Provide all requested information on the form as it applies to the returns 
being prepared. 

2. Form 1099 

¶ Prepare new Forms 1098, 1099, 5498, or W-2G. 

¶ Do not enter an ñXô in the ñCORRECTEDò box at the top of the forms. Submit the new 
returns as though they were the originals. 

¶ Include all correct information on the return including correct TIN. 

¶ File Form 1096 and Copies A of the returns with the appropriate service center. You 
must not use the same Form 1096 used in Transaction 1. 

¶ Do not include copies of the original returns that were filed incorrectly. 
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ERROR 2 Incorrect Money Amounts 

 1. Form 1096 

¶ Prepare a new transmittal Form 1096 (Using the instructions in Error 1, Transaction 1 
above.) 

 2. Form 1099 

¶ Prepare a new information return. 

¶ Enter an ñXò in the ñCORRECTEDò box at the top of the forms. 

¶ Enter the payer, recipient, and account number information  exactly as it 
appears on the original returns; however, enter all correct money amounts  in the 
correct boxes as they should have appeared on the original returns and enter the 
recipientôs correct address . 

¶ File Form 1096 and Copies A of the returns with the appropriate service center.  

¶ Do not include copies of the original returns that were filed incorrectly.  

ERROR 3    Original Return was filed using the WRONG type of return. For example, a 
Form 1099-DIV was filed when a Form 1099-INT should have been filed. This 
type of error requires two separate transactions to correct. 

Transaction 1 ï Identify incorrect return being submitted. 

 1. Form 1096 

¶ Follow the instructions under Error 1. 

 2. Form 1099 

¶ Follow the instructions under Error 1, using the same type of form that was used ini-
tially. 

Transaction 2 ï Report correct information on the correct type of return. 

 1. Form 1096 

¶ Follow the instructions under Error 1, Transaction 2-1 except enter the words Filed to 
Correct Document Type  in the bottom margin of Form 1096. 

 2. Form 1099 

¶ Follow the instructions under Error 1, Transaction 2, using the proper type of  

form. 
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Procedure 11: Comparing Your CP2100 Report to the VRS 
Screen  

After accessing the Accounts Payable module:  

1. Type VRS in the NEXT FUNCTION field and press ENTER to access the Remit to Vendor 

Setup (VRS) screen. 

2. Type the nine -digit account number  from the CP2100 report in the VENDOR NUMBER 

field. 

3. Type the letter at the end of the account number , if applicable, from the CP2100 
report in the GROUP NUMBER field and press ENTER to access the information on this 
account number. 

 1   Note: If you cannot find the vendor under the account number, you can use the 

VSL screen to inquire on the vendorôs name from the CP2100 report. 

4. Compare the information on the VRS screen with the information provided from the 

IRS on the CP2100 report. 

If the name and/or TIN on the VRS screen does not match the information on the CP2100 
report:  

5. Take no further action. 

If the name and TIN on the VRS screen matches the information on the CP2100 report, do 
one of the following:  

6. If this is the first time in the last three years that this vendor has appeared on the CP2100 

report, refer to Procedure 12: Sending and Receiving First B Notices . 

7. If this is the second time in the last three years that this vendor has appeared on the 
CP2100 report with the exact same name and TIN, refer to Procedur e 13: Sending and 
Receiving Second B Notices . 
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Procedure 12: Sending and Receiving First B Notices  

If this is the first time the name and TIN appear on the CP2100 report: 

Sending First B Notices  

 1. Send the first B notice, a copy of Form W-9, and an optional reply envelope to the vendor 

within 15 business days from the date of the CP2100 notice or the date you received it 
(whichever is later). Date the B notice no later than 30 business days from the date of the 
CP2100 notice or the date you received it (whichever is later). The outer envelope 
must be clearly marked IMPORTANT TAX INFORMATION ENCLOSED or IMPORTANT 
TAX RETURN DOCUMENT ENCLOSED. 

 1   Note: Once the IRS has informed you that the TIN of the vendor does not match, 

a telephone call is not sufficient documentation. You must send out the first B 
notice and receive a certified W-9. 

Receiving First B Notices  

 2. After receiving the Form W-9, complete one of the following steps: 

a) If the vendor is a trade vendor, refer to Procedure 14: Requesting OSC to Make  
Changes to Trade Vendors . 

ð If you receive a Form W-9, the vendor is a trade vendor and there are no 
changes to that vendorôs information, please fax or mail the Form W-9 along 
with a copy of the first B notice to the OSC Support Services Center. 

b) If the vendor is a non-trade vendor, refer to Procedure 15: Making Name Only  
Changes to Non -Trade Vendors  or Procedure 16: Making Taxpayer ID Number 
(TIN) Changes to Non -Trade Vendors . 

ð Be sure to keep the Form W-9 for your records. 

 3. If you do not receive a Form W-9 by the date on the first B notice, you must start backup 

withholding on this vendor. Refer to Procedure 17: Requesting OSC to Start Withhold -
ing on Trade Vendors  for trade vendors or to Procedu re 18: Starting Backup With -
holding on Non -Trade Vendors  for non-trade vendors. 
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Procedure 13: Sending and Receiving Second B Notices  

If this is the second time within three years that this exact sa me name and TIN appears 
on the CP2100 report:  

Sending Second B Notices  

 1. Send the second B notice and an optional reply envelope to the vendor within 15 busi- 

ness days from the date of the CP2100 notice or the date you received it (whichever is 
later). Date the second B notice no later than 30 business days from the date of the 
CP2100 notice or the date you received it (whichever is later). The outer envelope 
must be clearly marked IMPORTANT TAX INFORMATION ENCLOSED  or IMPORTANT 
TAX RETURN DOCUMENT ENCLOSED. Do not send a Form W-9. 

 2. The vendor must contact either the Social Security Administration (SSA) to have a social 

security number validated or the Internal Revenue Service (IRS) to validate an employee 
identification number (EIN). 

Receiving Second B Notices  

 3. After receiving either the SSA Form 7028, Notice to Third Party of Social Security 

Assignment from the SSA or a copy of IRS Letter 147C from the vendor, complete one of 
the following steps: 

a) If a trade vendor, refer to Procedure 14: Requestin g OSC to Make Changes to 
Trade Vendors . 

ð If you receive either a SSA Form 7028 or IRS Letter 147C, the vendor is a 
trade vendor and there are no changes to that vendorôs information, please 
fax or mail the SSA Form 7028 or IRS Letter 147C along with a copy of the 
second B notice to the OSC Support Services Center. 

b) If a non-trade vendor, refer to Procedure 15: Making Name Only Changes to 
Non-Trade Vendors  or Procedure 16: Making Taxpayer ID Number (TIN) 
Changes to Non -Trade Vendors . 

 4. Be sure to keep either the SSA Form 7028 or the IRS Letter 147C for your records. If you 

do not receive either a SSA Form 7028 or a copy of IRS Letter 147C by the date on the 
second B notice, you must start backup withholding on this vendor. Refer to 
Procedure 17: Requesting the OSC to Start Withholding on Trade Vendors  for 
trade vendors or to Procedure 18: Starting Backup Withhold on Non -Trade Vendors  
for non-trade vendors. 
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Procedure 14: Requesting the OSC to Make Changes  to 
Trade Vendors  

After receiving the Form W -9, SSA Form 7028 or IRS Letter 147C, access the Accounts 
Payable module:  

1. Type VSL in the NEXT FUNCTION field and press ENTER to access the Vendor Short 

Name Lookup (VSL) screen. 

2. Type your trade paying entity (XX PT) in the PAY ENTITY field. 

3. Type part of the vendor name followed by the @ symbol  in the SHORT NAME field and 

press ENTER to view the VSL screen. 

4. Type B in the ADDRESS TYPE field and press ENTER to display both the order-from 

and remit-to addresses. 

5. Type VSU in the ACTIVITY column of the requested vendor and press ENTER to access 

the Vendor Setup (VSU) screen. 

6. Type CHGE over your paying entity in the PAY ENTITY field to indicate a change to the 

file. 

7. Type the vendor name  in the VENDOR NAME field. 

8. Type any new or changed information  over the existing information for all fields that 

need to be corrected or changed. Type the changed information in the correct 

fields. 

Å New or changed information may include: 

 - phone numbers 

         -  zip codes (including the ñplus 4ò zip)  

  - contact information 

9. Type your name, phone number, and agency  in the OPT ADDR 2 field to provide addi-

tional information identifying the person submitting the change request. 

Example: Jane ï 828-358-3546 @ DOJ/JA 

10. Press ENTER to process the change request. The system displays the following 

message: VENDOR HAS BEEN ADDED TO THE SYSTEM. HIT ENTER!  

11. Press ENTER again to complete the change request. 

12. Fax or mail to the OSC Support Services Center a copy of the first or second B notice 

and the Form W-9, SSA Form 7028, or IRS Letter 147C. 
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Procedure 15: Making Name Only Changes to Non -Trade 
Vendors  

After receiving the Form W -9, SSA Form 7028 or IRS Letter 147C, access the Accounts 
Payable module:  

1. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup 

(VSU) screen. 

2. Type C in the REQUEST field to change the vendorôs information. 

3. Type your non -trade paying entity  in the PAY ENTITY field. 

4. Type the vendor number  in the VENDOR NO field. 

5. Type the group number , if applicable, in the GROUP field and press ENTER to view the 

information on this vendor. 

6. Type the correct vendor name  from the corrected W-9 in the VENDOR NAME field. 

7. Type the correct vendor short name  in the SHORT NAME field and press ENTER to 

make the name change. 

The following steps are to verify that you have the tax ID number on the Vendor Payable 

Information (VPN) screen so that the system will not automatically withhold:  

8. Type VPN in the NEXT FUNCTION field and press ENTER to access the VPN screen. 

9. Type G in the REQUEST field to get the vendorôs information. 

10. Type your non -trade paying entity  in the PAY ENTITY field. 

11. Type the vendor number  in the VENDOR NUMBER field. 

12. Type the group number , if applicable, in the GROUP field and press ENTER to 

access the vendor information. 

If there is not a tax ID number or the incorrect number is in the TAX ID NUMBER field 

then:  

13. Type C in the REQUEST field and press ENTER to change the vendorôs information. 

14. Type the tax ID number  in the TAX ID NUMBER field and press ENTER to add or change 

the tax ID number and clear the screen. 

Å     If the TAX ID NUMBER field is left blank, the system automatically places 
transactions flagged as 1099 on hold, which then must be released on the Held 
Document Release (HDR) screen. 
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Procedure 16: Making Taxpayer ID Number (TIN) Changes to 
Non-Trade Vendors  

If the change is to the taxpayer identification number (TIN), access the Accounts Payable 
module:  

 1   Note: When making a change to the taxpayer identification number, you have to   
         set up a new vendor under that new identification number. 

1. Type VRS in the NEXT FUNCTION field and press ENTER to access the Remit to Vendor 

Setup (VRS) screen. 

2. Type your non-trade payin g entity  in the PAY ENTITY field. Your agency and the OSC 

determine your agencyôs non-trade paying entity. 

3. Type the new TIN from the Form W-9, SSA Form 7028 or IRS 147C in the VENDOR 

NUMBER field and press ENTER to display any vendor records with that TIN. 

4. Verify that there is not already a vendor listed with the new TIN. If there is already a 
vendor set up, type VPN in the NEXT FUNCTION field and press ENTER to access the 
VPN screen and proceed to Step 30. If not, continue on to the next step. 

5. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup 

(VSU) screen. 

6. Type your non -trade paying entity  in the PAY ENTITY field. 

7. Type the correct taxpayer identification number  from the Form W-9, SSA Form 

7028 or IRS Letter 147C in the VENDOR NO field. 

8. Type the group letter , if applicable, in the GROUP field. 

9. Type the vendorôs name in the VENDOR NAME field. 

10. Type the vendor type  in the VENDOR TYPE field. 

11. Type the vendor short name  in the SHORT NAME field. 

 1   Because non-trade vendors are not added by the OSC, use a name in the SHORT 

NAME field that can be used to search for and retrieve this non-trade vendor. 

12. Type the vendor's street or mailing address  in the ADDRESS LINE 2 field of the 

REMIT TO section. 

13. Type the vendor's city  in the ADDRESS LINE 3 field. 

14. Type the vendorôs state (two-letter abbreviation) in the STATE CODE field. 
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15. Type a Y in the VAL field. 

16. Type the vendorôs zip code in the POSTAL CODE field. The OSC requires the use of a 

nine-digit zip code. 

17. Type the vendorôs phone number in the PHONE field. 

18. Type the vendorôs contact name in the CONTACT field. 

19. Type the vendorôs payment terms in the PAYMENT TERMS field. 

20. Press ENTER to add this vendor to your non-trade paying entity. 

21. Type G in the REQUEST field and press ENTER to display the vendor record. 

22. Type VGN in the NEXT FUNCTION field and press ENTER to access the Vendor General 

Information (VGN) screen. 

23. Type the appropriate code  in the CATEGORY CODES 5 field. 

1   The codes entered in the CATEGORY CODES fields are used to generate reports         

about vendors used by NC state agencies. The first three CATEGORY CODES               
fields are used to input one or more vendor characteristics such as female-owned          
business, minority- owned business, and non-profit organization. The codes that       
you need to enter in these first three fields can be found on the Description 
Table (DTL) screen. 

 

1   The CATEGORY CODE 4 field is used to enter the vendorôs order-from county   
code.  The CATEGORY CODE 5 field is used to enter the vendorôs remit-to county 
code. The county codes for the fourth and fifth CATEGORY CODE fields can also be               
located in the Description Table (DTL) screen. 

24. Press ENTER to add the category codes. 

25. Type G in the REQUEST field and press ENTER to display the vendor record. 

26. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable 

Information (VPN) screen. 

27. Type the tax ID number  in the TAX ID NUMBER field and press ENTER to add the tax 

ID number. 

28. Type C in the REQUEST field to change the tax ID number on the original vendor number. 

1   You must change the tax ID number on the original vendor number to the correct  
        TIN number from the Form W-9, SSA Form 7028 or IRS Letter 147C.     

29. Type the vendor number  listed on the CP2100 in the VENDOR NUMBER field. 
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30. Type the group letter  listed on the CP2100, if applicable, in the GROUP field and 

press ENTER to access the original vendor information. 

31. Type the correct tax ID number  from the Form W-9 in the TAX ID NUMBER field and 

press ENTER to change the tax ID number. 

32. Type G in the REQUEST field and press ENTER to display the vendor record. 

33. Type VSU in the NEXT FUNCTION field and press ENTER to access the VSU screen. 

34. Type C in the REQUEST field to change the status of the original vendor to inactive. 

35. Type your non -trade paying entity  in the PAY ENTITY field. 

36. Type the vendor number  listed on the CP2100 in the VENDOR NO field. 

37. Type the original group letter  listed on the CP2100, if applicable, in the GROUP field and 

press ENTER to access the original vendor information. 

38. Type ñUse Vendorò and the correct vendor number  from the Form W-9, SSA Form 

7028 or IRS Letter 147C and group number  in both ADDRESS LINE 2 and ADDRESS LINE 3 

fields. 

 1   This information defaults to the VSL screen as a reminder that the vendor number 
  has changed. 

39. Type H in the ORDER HOLD field to hold any orders using the original vendor number. 

40. Type I in the STATUS field and press ENTER to inactivate the original vendor number. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 110 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 111 

 

Procedure 17: Requesting the OSC to Start Backup 
Withholding on Trade Vendors  

 

If you do not receive a Form W -9, SSA Form 7028 or IRS Letter 147C by the date on the B 
notice, you must start withholding. To start backup withholding on trade vendors:  

1. Send the backup withholding form to the OSC Support Services Center. 

Å See QRG 8: NCAS Backup Withholding Form, Trade Vendors  for a copy of the 
request form. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 112 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 113 

 

Procedure 18: S tarting Backup Withholding on Non -Trade 
Vendors  

 

 

If you do not receive a Form W -9, SSA Form 7028 or IRS Letter 147C by the date on the B 
notice, you must start withholding.  

To start backup withholding on non-trade vendors see Procedure 19: Setting a Non -Trade 
Vendor for Withholding . 

The next time a 1099 payment is made to this vendor, 28% of the payment will be withheld. 
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Procedure 19: Setting up a Non -Trade Vendor for 
Withhol ding  

 

This procedure outlines the steps for setting up the vendor for backup withholding. However, a 
1099 code is still required on all invoice lines subject to backup withholding. 

1. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable 

Information (VPN) screen. 

2. Type XXPN in the PAY ENTITY field. 

3. Type the vendorôs federal ID number or the social security number  in the VENDOR NO. 

field. 

4. Type C in the REQUEST field and press ENTER to indicate that you are changing 

information about the vendor. 

5. Type yesterdayôs date in the in the TAX ID EXPIRATION DATE field. 

6. Type the appropriate percentage  in the 1099 WITHHOLDING RATE field. 

     1  To withhold federal taxes only, type 28.00. To withhold state taxes only, type 4.00. 

 To withhold both state and federal, type 32.00. 

7. Press ENTER to complete entry and process the changes. 

8. Type VDD in the NEXT FUNCTION field and press ENTER to access the Vendor Default 

Distribution (VDD) screen. 

9. Type A in the REQUEST field and press ENTER to indicate that you are adding 

information. 

10. Type the appropriate withholding indicator  in the 1099 WITHHOLD field and press ENTER 

to complete the entry. 

1   If you are withholding federal taxes only, type 950 in the 1099 WITHHOLD field. If 

you are withholding state taxes only, type 951 in the 1099 WITHHOLD field. If you 
are withholding both state and federal taxes, type 952 in the 1099 WITHHOLD field. 
This indicator controls the accounts to which the withheld amount is posted. 
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Procedure 20: Making the Entries to Record Daily Backup 
Withholding Payments  

 

1  Perform the following procedure if you had funds backup withheld on the previous 
       day. 

On a daily basis, view the 1099 Withholding Transaction Report located in OSC OP* AP 
1099-7 DAILY WITHOLD. Withholding payments will be made on a daily basis. After 
accessing the Cash Management Control System, you first must complete the transfer of 
funds on the CMS.  

Request for Transfer of Funds screen:  

1. Type the date from the Paym ent Date column  on the 1099 Withholding Transaction 

Report (MMDDYY format) in the DATE field. 

2. Type the five -digit budget code  in the BUDGET CODE field. 

3. Type 4159 in the DEPARTMENT CODE field to alert OSC of the pending transfer. 

4. Type the total amount of th e transfer  in the TOTAL AMOUNT field. 

 1   This amount comes from the 1099 Withholding Transaction Report. 

5. Type 1 (for operating) in the TRANSFER TYPE field. 

The second step is to make a journal entry in the NCAS. After accessing the Budgetary 
Control modul e: 

6. Type 211 in the NEXT FUNCTION field and press ENTER to access the Journal Voucher 

Entry (211) screen. 

7. Type A in the OPTION field to add an entry. 

8. Determine your document ID number. 

9. Type your document ID number  in the DOCUMENT ID field. 

 1  Your agency has a standard numbering system for these transactions. 

10. Type your initials  in the APPLICATION AREA field and press ENTER to access the 

Journal Voucher Entry (212) screen. 

11. Type the date from the Payment Date column  on the 1099 Withholding Transaction 

Report (MMDDYY format) in the EFFECTIVE DATE field. 
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12. Type the total amount withheld for this company number  in the TOTAL field. (Be 
sure to include the decimal point.) This amount comes from the 1099 Withholding 
Transactions Report. 

13. Type your company number  in the COMPANY ID field. 

14. Type 1 in the DATA TYPE CODE field to indicate a one-sided entry and press ENTER to 

access the Journal Voucher Entry (213) screen. 

15. Type a sequence number , beginning with 0001 in the LINE field. 

16. Type A in the TRANSACTION CODE field to add the amount withheld under this center 

number. 

17. Type the account number, 211950, in the account part of the COMP/ACCT/CNTR field to 

debit the withholding account. 

18. Tab to the CNTR part of the COMP/ACCT/CNTR field and type the center number . 

19. Type the amoun t being debited  in the DEBIT/CREDIT AMOUNT field. 

20. To debit the account, type DR (or 10) in the DEBIT/CREDIT CODE field. 

21. Type Clear Out Back -up Withholding  in the DESCRIPTION field. 

22. Type 561611588 in the second line of the DESCRIPTION field, to indicate OSC will 

receive the funds. 

23. Type the appropriate accounting rule  (CH or CB) in the ACCOUNTING RULE field. 

CH offsets cash account 111270. 

CB offsets cash account 111260. 

24. Press ENTER. The system is now ready to accept additional lines of your transaction. 

25. Repeat Steps 15-24 until all centers under that company number are recorded. 

26. When the last line has been entered, Tab to the OPTIONS field, type E (end ) and 
press ENTER. You return to the Journal Voucher Entry (211) screen and a message is 
displayed indicating the transaction status. 
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Procedure 21: Requesting the OSC to Stop Backup 
Withholding on Trade Vendors  

 

 

When you receive a Form W -9, SSA Form 7028 or IRS Letter 147C, you must stop withhold -
ing. To stop backup withholding on trade vendors:  

1. Send a copy of the backup withholding form along with a copy of the Form W-9, SSA 

Form 7028 or IRS Letter 147C to the OSC Support Services Center. From this form, 
NCAS Support Services makes the appropriate changes to the vendor file and stop 
backup withholding. 

Å  See QRG 8: NCAS Backup Withholding Form, Trade Vendors  for a copy 
of the request form. 
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Procedure 22: Stopping Backup Withholding on Non -Trade 
Vendors  

 

When you receive a Fo rm W-9, SSA Form 7028 or IRS Letter 147C, you must stop 
withhold ing. To stop backup withholding on non -trade vendors:  

1. Make the appropriate changes to the vendor file. Refer to Procedure 15: Making Name 
Only Changes to Non -Trade Vendors  or Procedure 16: Ma king Taxpayer ID Number 
(TIN) Changes to Non -Trade Vendors . 

2. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable 

Information (VPN) screen. 

3. Type C in the REQUEST field to change the vendorôs information. 

4. Type your non -trade payi ng entity  in the PAY ENTITY field. 

5. Type the vendor number  in the VENDOR NUMBER field. 

6. Type the vendor group letter , if applicable, in the GROUP field and press ENTER to 

access this vendor's information. 

7. Delete the date  in the TAX ID EXPIRATION DATE field and press ENTER to stop backup 

withholding. 

The next time a 1099 payment is made to this vendor, nothing will be withheld.  
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Procedure 23: Completing IRS Forms 945 and 945A  

1  This form needs to be filed by January 31 of the next calendar year. 

To find out your backup withholding for the year, access the Information Expert (IE) 
Module:  

1. Type 1 and press ENTER to access the Information Access Facility screen. 

2. Type 1 and press ENTER to access the Expert Reporting Support Facility screen. 

3. Type APPUBLIC  in the LIBRARY field. 

4. Type SMLS in the ACTION field and press ENTER to access the Source Management 

Directory List (SMLS) screen. 

5. Type S next to the run statement for the report series that needs to be run and press 

ENTER. 

6. Type over the variables  in the run statements in order to specify selection criteria for the 

report. 

 

¶ To generate the report into the financial library for your agency, type finanxx            
            after ñINTO LIBRARYò, where XX indicates your agency identification     
 number. 
 

¶ Type SUB in the COMMAND INPUT field and press ENTER to submit the run  
             job. 
 

¶ Press ENTER to continue. 
 

¶ Type CAN in the COMMAND field and press ENTER to cancel the changes     
you made to the run statements. 

 

¶ While working in APPUBLIC, you are unable to use the SAVE command in order 
  to save changes to the run statements. If you need customization to the report run  
  statements to be permanent, you can copy the run statements into your own  
  library and then customize them. 

7. Type RVLS in the ACTION field and press ENTER to access the Report Viewing 

Directory (RVLS) screen. 

8. Type the name of the library  to which you sent the report series in the LIBRARY field and 

press ENTER  

1  If the report series is not displayed yet, it may be that the series is still being 
  processed. 
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9. Type S next to the report series you wish to view and press ENTER to access the 

reports in the series. 

10. Type S next to the specific report you want to view from the report series and press 

ENTER to view the report. 
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Procedure 24: Correcting Withholding for Non -1099 
Transactions  

 

Use this procedure when the invoice should not have been 1099 reportable and the pay -
ment was erroneously withh eld.  

1. If the vendor is a non-trade vendor, type VPN in the NEXT FUNCTION field and press 

ENTER to access the Vendor Payable Information (VPN) screen. 

2. Verify that the TAX ID EXPIRATION DATE field has an expired date. 

3. Verify that the 1099 WITHHOLDING RATE field contains the appropriate withholding percent-

age. 

4. Type VDD in the NEXT FUNCTION field and press ENTER to access the Vendor Default 

Distribution (VDD) screen. 

5. Verify that the 1099 WITHHOLD field contains the appropriate indicator. 

1  Refer to Procedure 1 9: Setting Up a Non -trade Vendor for Withholding  to set 
up the TAX ID EXPIRATION DATE and 1099 WITHHOLDING RATE fields, if necessary. If 
the vendor is a trade vendor, contact the OSC Support Services Center at 

(919) 707-0795 to verify the information. 

6. Type CDE in the NEXT FUNCTION field and press ENTER to access the Control 

Document Entry (CDE) screen. 

7. Type your paying entity  (XXPT or XXPN) in the PAY ENTITY field. 

8. Type the control group number  in the CONTROL NUMBER field. 

9. Type .00 in the CNTL AMT field. Since the invoice is a zero-dollar invoice, the control group 

total is zero. 

10. Type your first and last initials  in the APPL AREA field. 

11. Type D in the ENTRY METHOD field to indicate this is a direct invoice. 

12. Type your bank account payment code  in the BANK ACCT PYMT IND field and press 

ENTER to access the Invoice Worksheet 1 (IWS-1T) screen. 

1  Do not type ZRO in the BANK ACCT PYMT IND field. 

13. Type the invoice information on the IWS-1T screen. Use the same vendor as the original 

invoice. 
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14. Type NET in the TERMS CODE field. 

15. On line 0001, type the positive dollar amount  in the AMOUNT/PERCENT field. 

16. Type the company number  in the CO field. 

17. Type the account number  in the ACCOUNT field. 

18. Type the center number  in the CENTER field. 

1   Use the same accounting distribution as the original invoice. Do not type a 1099      
                   code for this line. 

19. On line 0002, type the negative dollar amount  in the AMOUNT/PERCENT field. 

20. Type the company number  in the CO field. 

21. Type the account number  in the ACCOUNT field. 

 
22. Type the center number  in the CENTER field. 

 1   Use the same accounting distribution as the first line. 

23. Type the 1099 code  in the 99 field. Use the same 1099 code that appeared on the origi-

nal invoice. 

24. Type R in the REQUEST field and press ENTER to access the Invoice Worksheet 2 (IWS-

2T) screen. Verify that the BANK PYMT field contains your BAP code (not ZRO). 

25. Type N or NEXT in the REQUEST field and press ENTER to balance the invoice. 

 
26.  Fax the ZERO DOLLAR PAYMENT AUTHORIZATION FORM to NCAS Support Services. 

 The OSC temporarily changes policy to allow zero dollar checks to print. 
 

1  For a copy of this form, refer to the following link on OSCôs website:   
http://www.osc.nc.gov/sigdocs/sig_docs/documentation/forms/sig_1099_zero_dol
lar_payment_form.html 

    

 

 

 

 

 

 

 

 

 

 

 

http://www.osc.nc.gov/sigdocs/sig_docs/documentation/forms/sig_1099_zero_dollar_payment_form.html
http://www.osc.nc.gov/sigdocs/sig_docs/documentation/forms/sig_1099_zero_dollar_payment_form.html
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Procedure 25: Correcting Withholding for 1099 Transactions  

Use this procedure when the invoice should still be 1099 reportable and the pa yment was 
erroneously withheld.  

1. If the vendor is a non-trade vendor, type VPN in the NEXT FUNCTION field and press 

ENTER to access the Vendor Payable Information (VPN) screen. 

2. Verify that the TAX ID EXPIRATION DATE field has an expired date. 

3. Verify that the 1099 WITHHOLDING RATE field contains the appropriate withholding percent-

age. 

4. Type VDD in the NEXT FUNCTION field and press ENTER to access the Vendor Default 

Distribution (VDD) screen. 

 
5. Verify that the 1099 WITHHOLD field contains the appropriate indicator. 

 

1    Refer to Procedure 19: Setting Up a Non -trade Vendor for Withholding  to 
setup the TAX ID EXPIRATION DATE and 1099 WITHHOLDING RATE fields, if necessary. 
If the vendor is a trade vendor, contact the OSC Support Services            

Center at (919) 707-0795 to verify the information. 

6. Type CDE in the NEXT FUNCTION field and press ENTER to access the Control 

Document Entry (CDE) screen. 

7. Type your paying entity  (XXPT or XXPN) in the PAY ENTITY field. 

8. Type the control group number  in the CONTROL NUMBER field. 

9. Type .00 in the CNTL AMT field. Since the invoice is a zero-dollar invoice, the control group 

total is zero. 

10. Type your first and last initials  in the APPL AREA field. 

11. Type D in the ENTRY METHOD field to indicate this is a direct invoice. 

12. Type your b ank account payment code  in the BANK ACCT PYMT IND field and press 

ENTER to access the Invoice Worksheet 1 (IWS-1T ) screen. 

1  Do not type ZRO in the BANK ACCT PYMT IND field. 

13. Type the invoice information on the IWS-1T screen. Use the same vendor as the original 

invoice. 

14. Type NET in the TERMS CODE field. 

15. On line 0001, type the positive dollar amount in the AMOUNT/PERCENT field. 
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16. Type the company number  in the CO field. 

17. Type the account number  in the ACCOUNT field. 

18. Type the center number  in the CENTER field. 

1  Use the same accounting distribution as the original invoice. Do not type a 1099              

code for this line. 

19. On line 0002, type the negative dollar amount  in the AMOUNT/PERCENT field. 

20. Type the company number  in the CO field. 

21. Type the account number  in the ACCOUNT field. 

22. Type the center number  in the CENTER field. 

1  Use the same accounting distribution as the first line. 

23. Type ST in the 99 field. 

24. Type R in the REQUEST field and press ENTER to access the Invoice Worksheet 2 

(IWS-2T) screen. Verify that the BANK PYMT field contains your BAP code (not ZRO). 

25. Type N or NEXT in the REQUEST field and press ENTER to balance the invoice. 

26. Fax the ZERO DOLLAR PAYMENT AUTHORIZATION FORM to the OSC Support Ser-

vices Center. The OSC temporarily changes policy to allow zero dollar checks to 

print. 

27. After the check has been produced, access the Invoice Maintenance 1 (IMW-1T) 

screen and delete the ST in the 1099 field from the zero dollar invoice. 
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Procedure 26: Adding a Trade NRA Vendor  

1  Complete the NCAS Backup Withholding form and forward to the OSC Support Services 

Center. 

 

1  Before entering any invoices, you must first check the Statewide Trade Vendor File to see  
if the vendor exists. If it does not, then you must request the Office of State Controller to add 
the vendor to the file. 

After accessing the Accounts Payable module:  

1. If the vendor is not listed on the VSL screen, type VSU in the NEXT FUNCTION field and 
press ENTER to access the Vendor Setup (VSU) screen to request the addition of 
a NRA trade vendor. 

2. Type VADD in the PAY ENTITY field. VADD stores vendor names temporarily until they 

can be added to the Statewide Trade Vendor File. 

3. Type the word foreign  in the VENDOR NO field. 

1    When a NRA vendor is added to the NCAS, they will not have a standard tax 
identification number (TIN) as do US vendors. 

4. Type the vendor name in the VENDOR NAME field. 

5. Type a valid vendor type code in the VENDOR TYPE field. 

1   The following types are valid codes: 

  D = Direct vendor (no purchase order issued 
  M = Matching vendor 

6. Type the vendorôs fax number in the FAX field, if available. 

1   This field is not required. 

7. Type the vendorôs phone number in the PHONE field in the REMIT TO section of the 

screen. 

8. Type the vendorôs address (PO box or street address) in the ADDR LINE 2 field. 

9. Type the correct state code  in the STATE CODE field. 

1   If this address is located outside the US, leave this field blank. 

10. Type the correct code  in the VAL field 

1   For US addresses, type a Y. For foreign addresses, type an N. 

11. Type the vendorôs city  in the ADDR LINE 3 field of the REMIT TO section. 
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1    If the address is located outside of the US, type the city name, province (if 

applicable) and nation in the ADDR LINE 3 field of the REMIT TO section. 

12. Type the postal code  (zip) in the POSTAL CODE field. 

13. Type the message VENDOR IS A NON RESIDENT ALIEN in the OPT ADDR 1 or OPT 
ADDR 2 field to notify the OSC Support Services Center that the VGN and VPN screens 
need to be completed to begin the withholding for this trade vendor. 

14. Press ENTER. The following message is displayed on your screen: VENDOR HAS 

BEEN ADDED TO THE SYSTEM. HIT ENTER!!!  

15. Press ENTER to send your request to the OSC Support Services Center for further 

processing. 
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Procedure 27: Adding a Non -Trade NRA Vendor  

When a NRA vendor is added as a non -trade vendor, the addition is similar to adding a 
trade vendor, except that the agency is responsible for completing the withholding infor -
mation required for the NRA. The agency must complete the information for non -trade 
vendors in the same manner that the OSC does for trade vendors. Non -trade vendors 
are not shared with other agencies.  

After accessing the Accounts Payable module:  

1. Type VSU in the NEXT FUNCTION field and press ENTER to access the Vendor Setup 

(VSU) screen to add a NRA non-trade vendor. 

2. Type the non -trade paying entity (XXPN) in the PAY ENTITY field. 

1  Your agency and OSC have determined the non-trade paying entity code. 

3. Type the numbering scheme  utilized by your agency for non-trade NRA vendors in the 

VENDOR NO field. (Do not type hyphens.) 

1  When a NRA vendor is added to the NCAS they will not have a standard tax 

 identification number (TIN) as our US vendors. The OSC suggests using a ten-

 digit numbering scheme such as FOR0000001, FOR0000002, etc. 

4. Type the vendor group number  in the GROUP field, if applicable. 

5. Type the vendorôs name in the VENDOR NAME field. 

6. Type D in the VENDOR TYPE field to indicate that this is a direct vendor. 

7. Type the vendor name in the SHORT NAME field. (Do not type any spaces between the 

names.) 

1      For an individual, type the last name first followed by the first name. 

8. Type the vendorôs fax number in the FAX field, if available. 

1  This field is not required. 

9. Type the vendorôs phone number in the PHONE field. 

10. Type the vendorôs address (PO box or street address) in the ADDR LINE 2 field of the 

REMIT TO section. 

11. Type the correct state code  in the STATE CODE field. 

1  If the address is located outside the US, leave this field blank. 
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12. Type the correct validation code  in the VAL field. 

  1        For US addresses, type a Y. For foreign addresses, type an N. 

13. Type the vendorôs city in the ADDR LINE 3 field of the REMIT TO section. 

1  If the address is located outside of the US, type the city name, province (if appli- 

cable) and nation in the ADDR LINE 3 field of the REMIT TO section. 

14. Type the vendorôs postal code (zip) in the POSTAL CODE field. (Use the ñplus 4ò zip) 

15. Type a contact name at the vendorôs company in the CONTACT field. 

16. Press ENTER to add this vendor to your non-trade paying entity and to clear the 

 screen. 

17. Type G in the REQUEST field and press ENTER to display the vendor record. 

18. Type VGN in the NEXT FUNCTION field and press ENTER to access the Vendor General 

Information (VGN) screen. 

19. Type the vendorôs business characteristic in the CATEGORY CODES 1 field. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

You can locate the corresponding Category Codes on the 
Description Table (DTL) screen. 

¶ Type DTL in the NEXT FUNCTION field and press ENTER 
to access the Description Table (DTL) screen. 

¶ Type your paying entity (XXPN) in the ENTITY field. 

¶ Type pay  in the ENTITY TYPE field and press 
ENTER. 

¶ Once you have located the appropriate code, access 
the VGN screen to add the code. 

o An example of an often used Category Code is 

TAX.  This code is used to describe a ñTax Exempt, 

Non-Profit Vendor.ò 

An abbreviated list of the most used Category Codes can be 
found in QRG 2: Post Office and Incorporated Cities and 
Towns.  
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20. Type the remit-to county code in the CATETORY CODE 5 field. 

1     Type 999 in the CATETORY CODE 5 field to indicate that a vendor is an out-of-state 

vendor. 

 

 

 

 

 

 

 

 

 

 

21. Type todayôs date in the VEND ADD field to track the date of the addition of the vendor to 

the system. 

1  This date must be entered in MM/DD/YYY format 

22. Press ENTER to process the VGN screen. 

23. Type G in the REQUEST field and press ENTER to display the vendor record. 

24. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable 
Information (VPN) screen. 

25. To initiate withholding for a non-trade vendor, type yesterdayôs date in the TAX ID EXPIRA-

TION DATE field. 

1   This date must be entered in MM/DD/YYYY format. 

26. Type 30.00 in the 1099 WITHHOLDING RATE field. 

1   This is the rate (30%) for NRA withholding. 

27. Type the 1099 code  in the 1099 CODE field. 

1   The code for NRA withholding is NR. 

28. Press ENTER to process the VPN screen. 

29. Type G in the REQUEST field and press ENTER to display the vendor record. 

30. Type VDD in the NEXT FUNCTION field and press ENTER to access the Vendor Default 
Distribution (VDD) screen. 

 

If you know the city in the remit-to address on the VSU screen, you can identify the 
county code using QRG 2: Post Office and Incorporated Cities and Town s. 
 
If you know the county name, you can find the corresponding code on the 
Description Table (DTL) screen. 
 
Once you have located the appropriate code, access the VGN screen to add the 
code. 
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31. Type the appropriate mini -chart indicator  in the 1099 WITHHOLD field. 

1 The mini-chart indicator determines how the accounting entries will post. The 

 indicator for NRA withholding is 953. 

32. Press ENTER to process the VDD screen. 
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Procedure 28: Setting Up a NRA Vendor for Withholding  

Processing NRA withholding in the NCAS is similar to both State and Federal  backup with -
holding. NRA withholding requires that the Vendor Payable Information (VPN) screen 
and the Vendor Default Distribution (VDD) screen be set up. The only differences are the 
with holding rates and the mini -chart indicators.  

After accessing the A ccounts Payable module:  

1. Type VPN in the NEXT FUNCTION field and press ENTER to access the Vendor Payable 

Information (VPN) screen. 

2. Type XXPN in the PAY ENTITY field. 

3. Type the vendorôs number in the VENDOR NUMBER field (if it does not default.) 

4. Type the vendorôs group in the GROUP field, if applicable. (Do NOT press ENTER 

here!) 

5. Type yesterdayôs date in the TAX ID EXPIRATION DATE field. 

6. Type the appropriate percentage in the 1099 WITHHOLDING RATE field. 

 1   To withhold NRA taxes only, type 30.00. 

7. Type the NR code  in the 1099 CODE field. 

8. Press ENTER to complete the entry and process the changes. 

9. Type G in the REQUEST field and press ENTER to display the vendor record. 

10. Type VDD in the NEXT FUNCTION field and press ENTER to access the Vendor Default 

Distribution (VDD) screen. 

11. Type the appropriate withholding indicator in the 1099 WITHHOLD field. 

  1    If you are withholding NRA taxes, type 953 in the 1099 WITHHOLD field. This       

 indicator controls the accounts to which the withheld amount is posted. 

12. Press ENTER to complete the entry. 
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Procedure 29A: Processing a 1099 Applicable NRA 
Payment (Direct Invoice)  

After accessing the Accounts Payable module:  

After completing the Control Document Entry (CDE) screen and accessing the Invoice 

Worksheet 1 (IWS -1T) screen:  

1. Type the invoice number in the INVOICE NUMBER field. 

2. Type the invoice date in the DATE field. 

    1   This date is used to determine the payment due date based on the payment terms 

code. 

3. Type the vendor short name@ in the VENDOR SHORT NM field and press ENTER. 

    1   If you access the Vendor Setup (VSL) screen, select the appropriate vendor. Type 

       R in the ACTIVITY field and press ENTER to return to the IWS-1T screen. 

4. If any messages display, read the messages and press ENTER to override the messages 

and continue entering the invoice. 

5. Verify that the appropriate payment terms have defaulted into the TERMS CODE field. 

Update this field if necessary. 

 1    You can access the Payment Terms Code List (PTL) screen to obtain a list                                                           

 of payment terms and their corresponding codes. 

6. Type BACK in the NEXT FUNCTION field and press ENTER to return to the IWS-1T 

screen. 

7. To add a remit message to the check, access the Remit Message List (RML) screen by 
typing RML in the NEXT FUNCTION field and pressing ENTER (or enter the message 
directly on the IWS-1T screen and press ENTER. Then skip to Step 11.) 

8. Type your paying entity (XXPT) in the PAY ENTITY field and press ENTER to review the 

remit message. 

9. Once you have located the appropriate message on the RML screen, type R in the NEXT 

FUNCTION field and press ENTER to return to the IWS-IT screen. 

10. Type the three -character code that corresponds to the message in the first (small) REMIT 

MSG field. 

11. At the 0001 line, type the first line total amount in the AMOUNT/PERCENT field to 

indicate the amount of the first line of the invoice. 
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12. Type your company number in the CO field. 

13. Type the account number in the ACCOUNT field. 

14. Type the center number  in the CENTER field. 

If there is only one line of expense, proceed to the next step. If there is more than one line of 
expense, repeat Steps 11 through 14 and then proceed with Step 15. 

Once the NRA vendor has been setup for withholding a1099 code of NR should default automat-
ically to the 99 field. 

15. Ensure that all payments to NRAôs are coded with the NR 1099 code so withholding will 
occur. Otherwise, override the 1099 code with the appropriate code from the TNL 
screen. 

16. Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List 

(TNL) screen. 

17. Press ENTER to view the 1099 codes. Scroll down to locate the correct 1099 code to 

process the invoice line. 

18. Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice 

Worksheet 1(IWS-IT) screen. 

19. Type the total invoice amount in the GROSS AMOUNT field. 

20. Type NEXT or N in the REQUEST field and press ENTER to balance the document. 
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Procedure 29B: Processing a 1099 Applicable NRA Payment 
(Matched Invoice)  

 
After accessing  the Accounts Payable module:  

After completing the Control Document Entry (CDE) screen and accessing the Invoice 
Matching (IMP) screen:  

1. Type the invoice number in the INVOICE NUMBER field. 

2. Type the invoice date in the DATE field. 

 1   This date is used to determine the payment due date based on the payment terms    

         code. 

3. Type part of a vendor name@ in the VENDOR SHORT NAME field. 

 1   If you know the vendor number, type the vendor  and group number in the VENDOR  

           NUMBER field and press ENTER to return the vendor number and address to the  

        IMP screen.  Then skip to step 8. 

4. Press ENTER to return the vendor number and address to the IMP screen. 

 1   If the short name is unique to a vendor, the vendor name and address are returned  

        to the IMP screen. In this case, skip to Step 8. If the short name is not unique to a  

         vendor name and address, the Vendor Short Name List (VSL) screen is displayed    

         with a list of all vendors that match the requested short name. 

5. Type B in the ADDRESS TYPE field to display both the order-from and the remit-to 

 address. 

6. Press ENTER to scroll through the list until you locate the required vendor. 

7. Type R in the ACTIVITY field for the required vendor and press ENTER to return the 

vendor number and address to the IMP screen. 

8. To verify that the correct vendor name and address have been returned to the IMP 

screen, type VRS in the NEXT FUNCTION field and press ENTER to access the Remit to 

Vendor Setup (VRS) screen. The VRS screen displays detailed information about the 
vendor. 

9. Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice Matching 

(IMP) screen. 

10. Type the buying entity (XXBG) in the PO BUY ENTITY field. 

 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 140 

 

11. Type the purchase order number in the PO NUMBER field and press ENTER to 

process the information. 

12. If a PO is not referenced, type F in the REQUEST field and press ENTER to access 

the PO Finder (POF) screen. 

1   The POF screen lists open purchase orders by vendor within a buying entity. 

13. View the listed purchase orders and the corresponding purchase order. Type S in the 
SEL field next to the required PO and press ENTER to access the Invoice Matching 
(IMP) screen. The purchase order information defaults from the POF screen. 

14. Verify that the payment terms that defaulted into the TERMS CODE field are correct. 

Change the terms code to match the terms indicated on the invoice, if 

necessary. 

15. Type the total amount of the invoice in the GROSS AMOUNT field. 

 

16.    Press ENTER to process the information and to access the Invoice Line Audit (ILA)  
 

After accessing the Invoice Line Audit (ILA) screen:  
 

17. Verify that the correct accounting distribution is being used. 
 

18. Compare the value in the UOP field to the unit of measure used on the invoice (UOI). 

¶ If the UOP and the UOI are the same, skip to Step 21. 

¶ If the UOP and the UOI are not the same, convert the UOP to the UOI, using either 
Step 20a or Step 20b. 
 

19. Type the Unit of Invoice (UOI) in the UOP field if: 

¶ The UOI is defined on the Units of Measure List (UML) screen and 

¶ the system-calculated conversion factor equals the true numerical relationship 
between the UOP and the UOI. 

OR 
 

Type the manually calculated conversion factor in the CONV FACTOR field if either of the 
two conditions in Step 20a is not satisfied. 
 

20. Compare the PO line quantity in the QUANTITY field to the invoice quantity. 

¶ If they are the same, skip to Step 22. 

¶ If the values are not the same, type the invoice quantity in the QUANTITY 
field. 

¶ If the invoice quantity is a fraction, convert the UOI to a unit of measure that per-
mits the quantity to be a whole number. Use any option in Step 20 that applies to 
change the UOI. 
 

21.   Compare the PO line amount in the AMOUNT field to the invoice amount. If the values 
are the same, skip to Step 23. If the values are not the same, type the invoic e amount in 
the AMOUNT field. 
 



MM: 1099                                                                                                                                                        Procedures 
1099 Processing 

 

Office of the State Controller Page 141 

 

22.   Type A in the REQUEST field to tag a line. Each sequence letter (A, B, C) corresponds 
to a specific line on the purchase order. To indicate each line that is to be paid, you must 
tag the line. To tag a line, type the sequence letter in the REQUEST field and press 
ENTER. If all lines are to be paid, type S in the REQUEST field and press ENTER. 
 

23.   Press ENTER to process the information. 

 

24. If the invoice is a 1099 transaction, type 3 in the REQUEST field and press ENTER to 

access the Invoice Worksheet (IWS-IT) screen. (If the invoice is not a 1099 
transaction, go to Step 29.) Once the NRA vendor has been setup for withholding 

a1099 code of NR should default automatically to the 99 field. Ensure that all 

payments to NRAôs are coded with NR 1099 code so withholding will occur. Otherwise, 
override the 1099 code with the appropriate code from the TNL as listed in Steps 26 - 
27. 

25. Type TNL in the NEXT FUNCTION field and press ENTER to access the 1099 Codes List 
(TNL) screen. 

26. Press ENTER to scroll down the possible 1099 codes until the correct code is 

located. 

27. Type R in the NEXT FUNCTION field and press ENTER to return to the Invoice 

Worksheet (IWS-IT) screen. 

28. Type N or NEXT in the REQUEST field and press ENTER to complete the invoice entry. 

A blank Invoice Matching (IMP) screen is displayed. 
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 QRG 1: 1099 Codes List  
 
1099 CODE     ABBREVIATED DESCRIPTION    DESCRIPTION 

B1 1099-M-ATT                                      1099-GROSS PAYMENTS TO ATTORNEYS 

G1 1099-G-UNEMPLOY       1099-GOVERNMENT-UNEMPLOYMENT COMPENSATION 

G2 1099-G-T REFUND 1099-GOVERNMENT-STATE OR LOCAL TAX REFUNDS 

G4 1099-G-TAX WHLD 1099-GOVERNMENT-FEDERAL INCOME WITHHELD 

G5 1099-G-INDEBTED 1099-GOVERNMENT-DISCHARGE OF INDEBTEDNESS 

G6 1099-G-GRANTS 1099-GOVERNMENT-TAXABLE GRANTS 

G7 1099-G-AGR PMTS 1099-GOVERNMENT-AGRICULTURE PAYMENTS 

I1 1099-I-INT EARN 1099-INTEREST INCOME-EARNINGS FROM SAVINGS & LOAN 
  ASSN.,CR. UNION, BANK DEPOSITS, BEARER       
CERTIFICATES OF DEPOSIT, ETC. 

I2 1099-I EARLY WD 1099-INTEREST INCOME-EARLY WITHDRAWAL PENALTY 

I3 1099-I-US BONDS 1099-INTEREST INCOME-US SAVING BONDS, ETC 

I4 1099-I-TAX WHLD 1099-INTEREST INCOME-FEDERAL INCOME TAX WITHHELD 

I5 1099-I-FOREIGN 1099-I-FOREIGN TAX PAID 

I6 1099-I-US POSSN 1099-INTEREST INCOME-FOREIGN COUNTRY OR U.S. 

  POSSESSION 

I8 1099 I-TAX EXMP 1099 TAX EXEMPT INTEREST 

M0 1099-M-CROP INS 1099-MISCELLANEOUS-CROP INSURANCE PROCEEDS 

M1 1099-M-RENTS 1099-MISCELLANEOUS-RENTS 

M2 1099-M-ROYALTY 1099-MISCELLANEOUS-ROYALTIES 

M3 1099-M-PRIZE/AW 1099-MISCELLANEOUS-PRIZES AND AWARDS 

M4 1099-M TAX WHLD 1099-MISCELLANEOUS-FEDERAL TAX WITHHELD 

M5 1099-M-BOAT PRO 1099-MISCELLANEOUS-FISHING BOAT PROCEEDS 

M6 1099-M-MED HLTH 1099-MISCELLANEOUS-MEDICAL AND HEALTH CARE 

  PAYMENTS 

M7 1099-M-NON-EMP                              1099-MISCELLANEOUS NONEMPLOYEE COMPENSATION 

M8 1099-M-SUBS PMT 1099-MISCELLANEOUS-SUBSTITUTE PAYMENTS IN LIEU OF 

 DIVIDENDS AND INTEREST 

NO NOT 1099 NOT APPLICABLE TO 1099 

ST STATE WITHHOLD   CODE USED TO IDENTIFY PAYMENTS SUBJECT TO STATE 
REPORTING & WITHHOLDING, BUT NOT SUBJECT TO                  
FEDERAL REPORTS 

99 0 DOLLAR CODE 0 DOLLAR CODE FOR OFFSET ENTRY 
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QRG 2: NCAS Standard Vendor Short Name Abbreviations  
 

COMMON ABBREVIATIONS  
 

Full Name  Abbreviation  
 

 
 
 
 
 
 
 
 
 
 
 
       
 
 
  
 

 
 

TWO LETTER STATE ABBREVIATIONS  

Abbrev  State  Abbrev  State  Abbrev  State  

AL  Alabama  KY Kentucky  ND North Dakota  

AK  Alaska  LA Louisiana  OH Ohio  

AZ Arizona  ME Maine OK Oklahoma  

AR Arkansas  MD Maryland  OR Oregon  

CA California  MA Massachusetts  PA Pennsylvania  

CO Colorado  MI Michigan  RI Rhode Island  

CT Connecticut  MN Minnesota  SC South Carolina  

DE Delaware  MS Mississippi  SD South Dakota  

DC District of Columbia  MO Missouri  TN Tennessee  

FL Florida  MT Montana  TX Texas 

GA Georgia  NE Nebraska  UT Utah 

HI Hawaii  NV Nevada VT Vermont  

ID Idaho  NH New Hampshire  VA Virginia  

IL Illinois  NJ New Jersey  WA Washington  

IN Indiana  NM New Mexico  WV West Virginia  

IA Iowa NY New York  WI Wisconsin  

KS Kans as NC North Carolina  WY Wyoming  

America/American  AMER 

Association/Associated  ASSN 

International  INTRNTL 

National  NATL 

North Carolina  NC 

Northeast/Northeastern  NE 

Northwest/Northwestern  NW 

Southeast/Southeastern  SE 

Southwest/Southwestern  SW 

United States  US 

University       UNIV 
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QRG 3: Instructions for 1099 Forms  
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