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Managing Vendor 1099 Information

Helpful Hints:

Before you begin this task it is important to know the following information:

e Manage vendor 1099 information — If a convenience check was used for a transaction, the
vendor 1099 information needs to be created or updated in FBMS to facilitate accurate tax
reporting. All convenience check writers are responsible for creating or updating 1099
information for convenience check purchases.

e Some Bureaus centralize the function of managing vendor 1099 information. Before
performing the tasks outlined in this manual, be sure that you are authorized to do this per

your Bureau'’s policy.

Let’s Begin:

Use the following portal path to begin this transaction

e Select CORE FINANCIALS tab =» CC tab =* Reallocate Charge Card Cost to go to the

Charge card reallocation cost Initial screen.
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Updating a Charge Card Reallocation with Existing Vendor 1099
Information

1) Inthe Authorization Access section, select the appropriate radio button based on your role.

FBMS
HOME ‘CORE FINANCIALS EMIS PROPERTY

DISPLAY | CC

.« CC Home > Reallocate Charge Card Cost > FlHome > CC Home > Reallocate Charge Card Cost
Charge card reallocation cost - Initial screen
| b [ Save As variant... | | cancel | | System ] | | Execute | | Get Variant...|

Authorization Access
() Cardholder
(O Administration
\@ Budget Personnel

Charge Card

Charge card number

Transaction Date to El

Bank Posting Date to |:|
Budaet Personnel only

I T S S

Include Transactions with status?
(3) Mot Reviewed
) Reviewed
O Al

2) Type the charge card number in the Charge card number field, or search for it using the

drop-down menu to the right of the field. Add 3 zeros in front of the account number.

F

DISPLAY | CC

I HOME ‘CORE FINANCIALS

Home 2 FlHome = CC Home > Reallocate Charge Card Cost
Charge card reallocation cost - Initial screen
[Menu] |} [Save As Variant...| | cancel | [ System | | | Execute | | Get Variant... |
Authorization Access
() Cardholder
() Administration
(3) Budget Personnel

Charge Card ‘
Charge card number 0007712340000000000

w
' —

Bank Posting Date

[ol[e]

Budget Personnel anly

Include Transactions with status?
(*) Mot Reviewed
) Reviewed
O Al
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3) Select the Execute button.

FBMS Help

HONE
DISPLAY |

CORE FINANCIALS EMIS PROPERTY

cc

Home > FlHome > CC Home > Reallocate Charge Card Cost
Charge card reallocation cost - Initi
[Menu |} [Save As variant.. | | Cancel | [ system ] |

Authorization Access
) Cardnolder
() Administration
(+) Budget Personnel

Get Variant... |

Charge Card
Charge card number 0007712340000000000
Transaction Date
Bank Fosting Date

Budget Personnel anly

Include Transactions with status?
(&) Mot Reviewed
O Reviewed
All

4) Select the box to the left of the transaction line item for which you want to update the 1099
information.

Home > FlHome > > Reallocate Charge Card Cost | History, Back F
Charge card reallocation cost
| b [Ba [system ] || R 1 History | | 1099 Information | | Reviewed /R | [ Refresh | [ Sort Ascending By | | Sort Descending By |
Selections =
Card Number 000771 JOHN DOE
Bureau 5000
Transaction Date to
Bank Posting Date to
Cost Center to

ev ‘HIE |1U§9 ‘1099 ‘Gm Cat r\lendur Name ‘Eank Pasti... |Purch date I‘rransamm hransn Amount Balance Amount Cul
COGMA 0 09/26/2008 |09/24/2008 |09/26/2008 |230.00 0.00 ug =]
o CONVENIENCE CHECK FEE(%) 09/26/2008 |09/26/2008 |09/26/2008 |4.37 0.00 usg
DELL MARKETING L.P. 10/30/2006 |10/27/2006 |10/30/2006 |10,358.34 10,358.34 ug
DELL MARKETING L.P 10/30/2008 |10/27/2006 |10/30/2006 |10,358.34 10,358.34 us
OFFICE DEPOT #1220 10/27/2006 |10/25/2006 |10/27/2006 |3,703.75 3,703.75 us
OFFICE DEPOT #1220 10/27/2006 |10/25/2006 |10/27/2006 |3,70375 3,703.75 usg
[>/RQ1(100)

When the box is selected, the entire line is highlighted.




FBMS Convenience Check Writer Manual v.1
Deployment 4

5) Select | 1099 Information | the 1099 Information button.

FBMS Help

Perzonalize | Log Off
HOME

DISPLAY | CC

CORE FINANCIALS EMIS PROPER Y

... FlHome > CC Home > Realocate Charge Card Cost > CC Home Reallocate Charge Card Cost

Charge card reallocation cost
H Cancel | | System | | | Reallocation H\sturyl 1099 Infermation IRewewed!ReaHuca{ed Refresh | | Sort Ascending By | | Sort Descending By | | More...

| History, Back Forward

Selections
Card Number | 0007712340000000000 |  JOHN DOE
Bureau @
Transaction Date to
Bank Posting Date to
Cost Center to
Rev |His...[1099 ... {1099 ... |Gmn. Cat endor Name Bank Posti.. |Purch date  [Transactio... [Transn Amount Balance Amount Cu
1Y COGMA 0 09/26/2008 09/24/2008 09/26/2008 230.00 0.00 us = |
14 CONVENIENCE CHECK FEE(%) 09/26/2008 |09/26/2008 09/26/2008 437 0.00 us
DELL MARKETING L P 10/30/2008 |10/27/2006 10/30/2006 |10,358.34 10,358 .34 us
DELL MARKETING LP. 10/30/2006 | 10/27/2006 10/20/2006 10,358.24 10,358.34 us
OFFICE DEPOT #1220 10/27i2006 |10/25/2006 |10i27/2006 |3,703.75 3,703.75 us
OFFICE DEPOT #1220 10/27/2006 |10/25/2006 10/27/2006 |3.703.75 370375 us
/R (100} (F]

FBMS displays a window asking if you want to create the information.

6) Select E the Continue button to create the 1099 information.

(= 1099 Information

@ |1UQQ Information is not available |
Do you want to create ?
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FBMS displays the Create new Vendor 1099 information screen.

FBMS
HOME 'CORE FINANCIALS EMIS PROPERTY

DISPLAY | CC

... CC Home > Reallocate Charge Card Cost > FlHome > CC Home > Realiocate Charge Card Cost
Create new Vendor 1099 Information
[ [Cancel | [ System ] | [ GetVendorinfo| | Refresh |

Vendor 1099 Information

Vendor Tax ID ~
Tax Id Type @

Vendor Name Eq
Individual Name

Address1

Address2

PO Box

Zip Code =

City ~

State E ]
Country s ]
Telephone

Payee 1099 Reportable? [

If the Vendor Tax ID is not known, you can use the search button to find the Vendor
Tax ID.

7) Type the Vendor Tax ID in the Vendor Tax ID field.
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HOME CORE FINANCIALS EMIS PROPERTY

DISPLAY | CC

... FlHome > CC Home > Reallocate Charge Card Cost > CC Home = Reallocate Charge Card Cost
Create new Vendor 1099 Information
| 'Save | |Back| | Cancel| | System | || | GetVendor Info | | Refresh |

Vendor 10991

grmation

Record 1D |g9?922008092?nnnn? |

I‘u’endorTaxID 785254409 |ﬂ
Tax Id Type 'LT|
Vendor Name 'E.’ |
Individual Mame | |
Address1 | |
Address2 |
PO Box [ ]
Zip Code =
City &

State = |
Country IT.?|

Telephone |
Payee 1099 Reportable? [

8) Select | GetVendor Infa | the Get Vendor Info button.

... FlHome > CC Home > Reallocate Charge Card Cet » CC Home > Reallocate Charge Card Cost

Create nhew Vendor 1099 Infogmation
[Menu] | b [Save|[Back| [Cancel | [Systern ] || Getvendor info [J[ Refresh

Vendor 1099 Information
Vendor Tax ID 795254409
Tax Id Type
WVendor Name 4
Individual Mame
Address1
Address2
PO Box
Zip Code =
City =
State =
Country F
Telephone
Payee 1099 Reportable? [+
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If Vendor information already exists in FBMS, the Select Vendor 1099 address for the Tax

ID on the transaction screen appears.

9) A Vendor may have more than one vendor record for the Tax ID. Use the scroll bar on the

bottom of the window to view the Vendor information and then select the appropriate record.

III7 Select Vendor 1098 address for the Tax Id on the transaction
Transaction Information =
Transaction ID 297922008092700007
Trans Tax 1D 795254408
T |aD VENDOR NAME ADDRESS1
_02 VENDOR MASTE 1| JONES, MASON 6111 AQLD EIRAN(j

-
4 3

-

If you cannot see the Copy and Cancel buttons on the bottom of the Select Vendor 1099
address for the Tax ID on the transaction screen, use the scrollbar on the right or your mouse

to reposition the screen until the buttons on the bottom of the screen are displayed.
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10) Select the box to the left of the Vendor record you want to populate in the Vendor 1099
Information screen.

Il:‘:’ SelectVendor 1099 address for the Tax Id on the transaction
Tl JaD [VEMDOR NAME |ADDRESS1 @
2' HDOR MASTE E) | JONES. MASON 6111 A OLD BRAMN( =~

- on
Ccopy | [ % Cancel

When the box is selected, the entire line is highlighted.

11) Select | Copy | the Copy button to bring the information into the Vendor 1099

Information screen.

IE? Select Vendor 1099 address for the Tax Id on the transaction
T 2D IVENDOR NAME |\DDRESS1 il
| 102! (INDOR MASTE =) JONES. MASON 61114 OLD BRANC A

\ gt on

[Ecopy | | 3 Cancel [+]

10
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12) Select the Save button.

FBMS
HCWE CORE FINANCIALS EMIS
DISPLAY | CC
FlHom = CC Home > Reallocate Charge Card Cost » CC Home = Reallocate Charge Card Cost
Creaiynew Vendor 1099 Information

PROPERTY

| b :@ | Back | | Cancel | [ System ] | | GetVendorinfa | | Refresh |
Vendor 1098 Information
Record ID 1297922008092700007 |
YWendor Tax 1D MI
TaxId Type 0z
Yendaor Mame JOMES, MASON
Individual Mame
Address 5111 A OLD BRANCH AVENUE
Address2
PO Box [ ]
Zip Code l20748-2517 |
City ITEMF'LE HILLS
State Mo |
Country us |
Telephane |—|
Payee 1099 Reportable?

FBMS displays the message 1099 Database updated.

13) Select the Continue button.

J & information
& 1099 Database updated

|_continue |

11
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14) On the Charge card reallocation cost screen, select | Refresh | the Refresh button to update

the 1099 Info column.

HOME
DISPLAY | C€C

CORE FINANCIALS

EMIS PROPERTY

i Charge card reallocation cost

... FIHome > CC Home > Reallocate Charge Card Cost > CC Home > Reallocate Charge Card Cost

Selections
Card Number 0007712 JOHN DOE
Bureau @
Transaction Date to
Bank Posting Date to
Cost Center to

1| [ System | | | Reallocation History | | 1099 Information RewewediReaHo:a{edlISanAs:anding By | [ Sort Descending By

Rev |His...[1099 ... [1099 ... [Grn. Cat. endor Name Bank Posti... |Purch date  [Transactio... [Transn Amount Balance Amount Cu
£ COGMA 0 09/26/2008 |09/24/2008 09/26/2008 23000 0.00 us +|
(%4 CONVENIENCE CHECK FEE(%) 09/26/2008 |09/26/2008 09/26/2008 4.37 0.00 us L
DELL MARKETING L.P 10/30/2006 |10/27/2006 10/30/2006 10,358.34 10,358 .34 us
DELL MARKETING LP. 10/30/2006 |10/27/2008 |10/30/2006 |10,358.34 10,358.34 us
QOFFICE DEPOT #1220 10/27/2006 |10/25/2006 |10/27/2006 3,703.75 3,703.75 us
OFFICE DEPOT #1220 10/27/2006 |10/25/2006 10/27/2006 370375 370375 us

R (1002

15) The Vendor INFO column shows a green checkmark, indicating the Vendor 1099 information

is updated.

«.. FlHome > CC Home > Reallocate Charge Card Cost > CC Home > Reallocate Charge Card Cost

Charge card reallocation cost

| History, Back F

| el| [ System | | [ F ion History | | 1099 Infarmation | [ Reviewed / | [ Refresh | [ sort By| [ SortD By |
Selections =
Card Mumber 000771 JOHNDOE
Bureau @
Transaction Date ta
Bank Posting Date to
Cost Center o
Rev |His..|1099 . 41099 .. ern. Cat ‘endor Name Bank Posti... Purch date  Transactio... Transn Amount Balance Amount Cu
£ W COGMA 0 09/26/2008 09/24/2008 09/26/2008 23000 0.00 us_~|
£ CONVENIENCE CHECK FEE(%) 09/26/2008 09/26/2008 09i26/2008 437 0.00 us |
DELL MARKETING L.P. 10/20/2006 10/27/2006 10i30/2006 10,358.34 10,358.34 us
DELL MARKETING L.P. 10/30/2006 10/27/2006 10/30/2006 10,358.34 10,358.24 us
OFFICE DEPOT #1220 10/27/2006 10/25/2006 10/27/2006 370375 3,703.75 us
QFFICE DEPOT #1220 10/27/2006 10/25/2006 10i27/2006 370375 3,703.75 us

12
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Update Vendor 1099 Information

1) Inthe Authorization Access section, select the appropriate radio button based on your role.

FBMS
HOME ‘CORE FINAHCIALS EMIS PROPERTY

DISPLAY | CC

... CC Home > Realiocate Charge Card Cost > FlHome > CC Home > Reallocate Charge Card Cost
Charge card reallocation cost - Initial screen
|'b [ save As variant... | | Bag#]

Authaorization Access
() Cardholder

) Administration
(3) Budget Personng

| Cancel | | system ] | | Execute | | Get variant... |

Charge Card

Charge card number
Transaction Date to El
Bank Posting Date o | =

Budget Personnel only

Include Transactions with status?
(®) Mot Reviewed
O Reviewed
O All

2) Type the charge card number in the Charge card number field.

FBMS
HOME CORE FINANCIALS EMIS PROPERTY

DISPLAY | CC

Home = FlHome = CC Home > Realiocate Charge Card Cost
Charge card reallocation cost - Initial screen
| b [Save As variant...| [Cancel] [Systern | | [Execute | [ GetVariant...|

Authorization Access
() cardholder
() Administration
(%) Budget Personnel

Charge Card

Charge card number 0007712340000000000

Bank Posting Date l:| to El
Budget Personnel only

I S R B

Include Transactions with status?
(=) Not Reviewed
) Reviewed
All

13
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3) Select the Execute button.

FBMS Help

HOME
DISPLAY | CC

‘CORE FINANCIALS EMIS PROPERTY

Home > FlHome > CC Home > Reallocate Charge Card Cost
Charge card reallocation cost - Init
| b [Save As Variant.. | [Back] [Cancel | [ System \I Execute IGeI Variant...
Authorization Access
() Cardholder
) Administration
(%) Budget Personnel

Charge Card

Charge card number 0007712340000000000

Transaction Date to

Bank Posting Date to

Budget Persannel only

Include Transactions with status?
(%) Not Reviewed
O Reviewed
All

4) Select the box to the left of the transaction line item that you want to add the vendor
information.

«.. FIHome > CC Home > Reallocate Charge Card Cost > CC Home > Reallocate Charge Card Cost

Charge card reallocation cost

| History, Back

| [B el | | System | || [ R History | [ 1099 Information | | Reviewed / R || Refresh || sort By || SertD By
Selections =
Card Mumber 000771 JOHNDOE
Bureau @
Transaction Date to
Bank Posting Date to
Cost Center to
Rev |H\5 .\1099.. |1099.. \Grn Cat T\IendarName \Elank Posti... |Purch date r'rransactia.. r'rransn Amount Balance Amount  [Cui
W o COGMA o 09/26/2008 09/24/2008 09/26/2008 230.00 0.00 us ~|
£ CONVENIENCE CHECK FEE(%) 09/26/2008 09/26/2008 09i26/2008 437 0.00 us |
[ DELL MARKETING L.P. 10/20/2006 10/27/2006 10i30/2006 10,358.34 10,358.34 us
H DELL MARKETING L.P. 10/20/2006 10/27/2006 10i30/2006 10,358.34 10,358.34 us
H OFFICE DEPOT #1220 10/27/2006 10/25/2006 10/27/2006 370375 3,703.75 us
[] OFFICE DEPOT #1220 10/27/2006 10/25/2006 10/27/2006 370375 3,70375 us
[[RQ1 (100) ]

When the box is selected, the entire line is highlighted.

14
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5) Select | 1099 Information | the 1099 Information button.

HOME
DISPLAY | CC

‘CORE FINANCIALS EMIS PROPEFTY

.. FLHome > CC Home > Reallocate Charge Card Cost > CC Home
Charge card reallocation cost
|k [Cancel | [System | | [ Reallocation H\star;l 1099 Information

Realiocate Charge Card Cost | History, Back Forward

Selections =
Card Number |0007712340000000000 | JOHN DOE.
Bureau @
Transaction Date to
Bank Posting Date to
Cost Center to
Rev |His...[1089 ... {1089 ... |Gm. Cat ‘endor Name Bank Posti... |Purch date  [Transaclio... [Transn Amount Balance Amount Cu
£ W COGMA 1} 09/26/2008 09/24/2008 09/26/2008 |230.00 0.00 us +|
£ CONVENIENCE CHECK FEE(%) 09/26/2008 |09/26/2008 09/26/2008 |4.37 000 us (.
DELL MARKETING LP 10/30/2006 |10/27/2006 10/30/2006 |10,358.34 10,358.34 us
DELL MARKETING LP 10/30/2006 | 10/27/2006 10/30/2006 |10,358.34 10,358 .34 us
OFFICE DEPOQT #1220 10/27/2006 | 10i25/2006 |10/27/2006 3,703.75 3,703.75 us
QFFICE DEPOQT #1220 10/27/2006 |10i25/2006 |10/27/2006 |3,703.75 3,703.75 us
=

6) FBMS displays the Vendor 1099 information screen.

FBMS

HOME CORE FINANCIA

ISPLAY | CC

... FlHome > CC Home > Reallocate Charge Card Cost = CC Home > Reallocate Charge Card Cost
Vendor 1099 Information
[menu | b [Back| [Cancel | [ System] | [ Modify | [ Delete |

Vendaor 1099 Infarmation
Record ID [2979220028092700007 |
Vendor Tax ID 793254409
Tax|d Type ,E'Taxld Mumber
Vendor Name JONES, MASON |
Individual Name |
Address 5111 A QLD BRAMCH AVENUE |
Address
PO Box
Zip Code 20748-2517
City ITEMF'LE HILLE
State D |
Country us |
Telephone ]
Payee 1099 Reportable? [t |

15
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7) Select the Modify button.

HOME CORE FINANCIALS EMIS PROPERTY

DISPLAY | CC

Vendor 1099 Information

... FIHome > CC Home > Reallecate Charge %rd Cost = CC Home > Reallocate Charge Card Cost

[menu) | b [Back| | Cancel| | System ] |I Modify] | Delete

Wendor 1099 Information

Record ID
Wendor Tax ID
Tax Id Type

297922008092700007 |
193254409
E'Taxld Number

Yendor Mame

| JONES, MASON |

Individual Mame

Address 5111 A OLD BRANCH AVENUE |
Address

PO Box

Zip Code 20748-2517

City TEMPLE HILLS

State Mo |

Country E‘

Telephane |—|

Payee 1099 Reportable? |7 |

8) Type the Vendor 1099 information.

FBMS

HOME CORE FINANCIALS EMIS PROPERTY

16

DISPLAY | CC

... FlHome > CC Home > Reallocate Charge Card Cost > CC Home > Reallocate Charge Card Cost

Modify Vendor 1099 Information

[Menu ) | b [Save||Back||Cancel||System ] | | GetVendorInfo| | Refresh | | Delete |

Wendor 1099 Information

Record ID
Yendor Tax 1D
Tax Id Type

|297922008092700007 |
783254409

02

Yendaor Name

| JONES, MASON |

Individual Mame

Address1 G111 A OLD BRANCH AVENUE |
Address2

PO Box

Zip Code l20748-2517]

City TEMPLE HILLS

State o |

Country IL?‘

Telephone 828-987-4042|

Payee 1099 Reportable? |7 |
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9) Select the Save button to create the new vendor 1099 information.

| b [Back| | Cancel| | System ] | | GetVendorInfo || Refresh | | Delete |

Yendor 1099 Information

Record 1D
Yendor Tax 1D
Tax Id Type

l297922008082700007 |

793254408

02

Yendor Name

| JONES, MASON

Individual Name

Address 6111 A OLD BRANCH AVENUE
Address2

PO Box |

Zip Code l20748-2517 |

City ITEMF'LE HILLS

State MD |

Country IF‘

Telephone lm‘

Payee 1099 Reportable? |7 |

FBMS displays the message ‘Vendor 1099 Record is updated'.

10) Select the Continue button.

11) Select @ the Back button to return to the Charge card reallocation cost Initial screen.

17

III? Information

@ Yendar 1099 Record is updated
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