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Managing 1099s

Standard Operating Procedure

This SOP is intended to address the process related to managing 1099s in FBMS. It is assumed that for
bureaus which have been active on FBMS for the entire reporting year, 1099’s are produced entirely out
of FBMS by the NBC. On a quarterly basis, NBC produces a file for each Bureau on FBMS. It is the
responsibility of each Bureau to review their records, request Vendor Master Record changes, and make
updates to vendor transactions as appropriate.
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Understanding the 1099 Process

1.10verview of the 1099 Process

Yearly Activities

It is assumed that for bureaus which have been active on the Financial Business Management System
(FBMS) for the entire reporting year, 1099’s are produced entirely out of FBMS by the National Business
Center (NBC).

Bureaus, which have not been on FBMS for the entire reporting year, produce their own 1099’s. These
bureaus receive an extract file from FBMS for the current year’s activity to be combined with legacy 1099
data.

A combined 1099 for all Department of Interior (DOI) bureaus will not be issued until all bureaus are on
FBMS for an entire calendar year. Until all bureaus are on FBMS, the NBC will produce submissions for
each bureau as they are deployed. These submissions, required during this interim process, are
independent of the other bureaus and include transactional data and vendor master data. After all
bureaus are live on FBMS, there will be one standardized 1099-MISC form per vendor or independent
contractor issued at the department level.
At the end of the calendar year, the DOI is required by law to issue 1099s. All vendors and independent
contractors who have been paid for rents, hon-employee compensation, medical and health services, and
other categories of payments as determined by the IRS guidelines totaling more than $600.00 in a
calendar year will receive a 1099-MISC form.
Vendor payments are made using one of the following methods:

e Check

e ACH

e Charge card

e Convenience check

Quarterly Activities

To alleviate many issues at the end of the year, the NBC sends Vendor 1099 information quarterly for the
bureaus review. As errors appear on the Business Warehouse (BW) report, these errors are worked and
the vendor records are cleaned up. Vendor records are managed by the Master Data Maintenance
(MDM) team with input from the Accounting team.

When the bureaus receive the output file from NBC, some of the activities they complete include:

e Ensure all vendors have a Vendor Master Record in FBMS.
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e Determine if there is more than one record for a vendor — if so, these records should be combined
into one Vendor Master Record. The MDM team must be notified to in order to make the
appropriate changes.

o Verify Vendor Master Data is complete and accurate: including TINs, addresses, names, etc.

e Determine if the high-dollar vendors have valid totals.

e Verify convenience checks are included in the file.

o Verify non-profits and other federal agencies are not scheduled to get a 1099. Use the matrix in
task 1.2 for more information.

The NBC sends a thorough checklist with each file to help facilitate the required actions.

1.2Matrix for Recognizing when a 1099 should be Created

The matrix below gives examples of fictional companies and depending on how the Classification Codes
are set whether the company should receive a 1099.

5 5
= > o o o I I
g c = | £ S |5 |8 |8
= S g9 |£% o |2 |2 |2 |g
4 = 2| 5 T Q J] 17 7 )
o °© 18%8/2 |g5|5 |2 |2 |58 |& |82
Q < c| - E| = S5 = N S o 2 S @ 2
528 o 8| SE 0 So| 5 o & o 20| 2 9w
© E = S o o| © =D a c : | 5|l @ 2 p
c g = S El =2 S| .2 o= & e c Q@ Eal € 2 &
o x O c ol 8o| c O'c| o ] o o) = 5| £ o &
> W s ZO0| mO| D £O5] 0 o Z n anlao 0«
Crownepoint _ _ _ _ _ _ _ _ _
Consulting Y N
Office Supply Store N N N Y Y - - Y N
Central State College N N v N
Red Cross N N N Y N N Y - - - N
AB&C Technical
Services N N N Y N Y N Y Y
Canadian
Construction N N N N N
John’s Technology
Support N N N Y N N N Y N Y Y
City of Lakewood N Y - - - - - - - - N
SSI (Non-employee
Compensation) N N N Y Y N N N N Y Y
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Dr. Samson (Health
Services) N N N Y N N N Y N Y Y

Corporate Apartments
LLC (Rents) N N N Y Y N N N N Y Y

* . . . . .
Services include non-employee compensation, rents, and medical/health services.

1.3Understanding 1099s when Payments are Made Using Charge Cards or
Convenience Checks

Charge card and convenience check payments are not posted to the vendor receiving the 1099 form but
to the charge card vendor. Standard charge card processing uses the information maintained on the
FBMS vendor master record along with the posted and paid invoice information. The standard FBMS
1099 programs do not pick up the charge card and convenience check purchases. Instead, charge card
1099 data is pulled from the Charge Card custom tables, which are designed for this purpose.

A Merchant Category Code (MCC) is a four-digit number assigned to a business by MasterCard when the
business first starts accepting one of these cards as a form of payment. The MCC is used to classify the
business by the type of goods or services it provides. In the U.S., the MCC is mapped to a Commitment
Item (formerly known as a Business Object Class (BOC)), which is then used to determine if a purchase
needs to be reported to the IRS for tax purposes. Within FBMS, the default General Ledger (GL) account
code is derived from the MCC. Funds or cost codes are derived based on the defaults in the charge card
master records or based on the organizational hierarchy if the cardholder default fails.

Two issues associated with the current 1099 process include:

e 1099 eligibility is determined at the document level, not at the commitment item (CI) level. Posting
an invoice to a vendor that is subject to 1099 results in the total amount of the invoice being
captured for 1099 reporting. These invoices may contain both goods and services and would not
be accurate. 1099 eligibility must be available at the line item level while invoicing.

e Accounting technicians may not easily identify the correct commitment item at the time of invoice.
This may result in the overstatement of income on the 1099 form. After issuance of the 1099,
vendors are instructed to call the Vendor Master Maintenance team for corrections.

To correct a misclassified payment, the standard process requires the opening of prior accounting periods
to back out the payment and re-record the invoice with correct data.

To work around these issues, the DOI has developed a custom 1099 program that:
e Allows the selection of 1099 eligible transactions at the line level on an invoice
e Captures data collected for credit card vendors from the custom Charge Card tables

e Allows the correction of a 1099-MISC form without opening prior accounting periods to re-record
invoices with corrected commitment items.
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To facilitate request to the Vendor Master Maintenance team from vendors concerning the issued 1099-
MISC forms, a BW report exists to display, by bureau, the documents that comprise the total dollar value
on the 1099.

1.4Understanding how Charge Card Reallocated Transactions are Handled for
1099 Purposes

Users can perform reallocations to transfer charge card transactions from the defaulted commitment item

(formerly called Budget Object Class or BOC) to a different commitment item or to a purchase order. The

following describes the type of transaction and whether it results in a posting to a 1099:

e When reallocating from a non-reportable commitment item to a reportable commitment item, the
transaction quantities are included in the 1099.

e When reallocating from a reportable commitment item to a non-reportable commitment item, the
transaction quantities are not included in the 1099.

e When reallocating to a purchase order and the item is reportable and the vendor on the purchase
order is reportable, the transaction quantities are not included in the 1099.

Process Flow

This section describes the steps in the process and could include process flow diagrams, as well as
screen shots of the transactions used in the process.

1.5Managing the 1099 Commitment Iltem Table

Bureaus have the ability to view the Commitment Item Table. It is the responsibility of the NBC and
Project Management Office (PMO) to make all changes to the table only when approved by the Policy
Financial Management (PFM) team.

1. Select the portal path CORE FINANCIALS — AP — 1099 — 1099 Commitment Item Table to
access the Tax 1099 Commitment Item Table Maintenance Program screen.

Welcome ZTRN280
FBMS Help | Personalize | Log Off 4

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL EMIS PROPERTY
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | 5D

Home > FIHome > AP Home > 1099 Commitment ftem Table | History, Back E
Tax 1099 Commitment item Table Maintenance Program
I \

Maintenance Mode
Display
Delete
InsertiAdd)

C0®

2. Select the radio button depending on the action you want to perform.
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If Go To

Display Commitment Items Step 3

Delete Commitment Items i.i
Step 10 (~— Restricted to the NBC and the
PMO)

Add Commitment Items i,i
Step 15 (~— Restricted to the NBC and the
PMO)

3. Select DISPIaY the Display radio button.

4. Select the Execute button to view all Commitment Items currently in the table.

Welcome ZTRN280
FBMS Help | Personalize | Log Off 4
PROPERTY

HOME ACQUISITION ‘CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL EMIS

DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | 5D

Home > FIHome > AP Home > 1089 Commitment ftem Table | History, Back E

Tax 1099 Commitment tem Table Maintenance Program
[ \
Maintenance Mode
Display ®
Delete QO
InsertiAdd) @

5. On the Display View Defines commitment items that are 1099 relevant screen, enter

| EgPosition... the Position button to narrow your search.
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FBMS Help | Personalize | Log Off

INTERIGR Y e \
- . P~ Welcome ZTRN280 '

FBEMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL PROPERTY
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

Home > FlHome > AP Home > 1059 Commitment Hem Table | History, Back Forwa E
Display View "Defines commitment items that are 1099 relevent”: Qvervi
|} [Back| | Cancel | [ System ] | [ SelectAnl| | Select Block| | Deselect All|

Defines commitment items that are 1099 relevent

[rear [cCommitment tem [Tax Classificatio.. |
2f]f]ii‘:118A C Mon-employee -~
[ |2006 /112D C MNon-employee &)
| |2006/1214 C Non-employee &)
| |2008211R R Rents T
| [z008213r R Rents =
| |2008|222¢ R Rents =
| |z006 2324 R Rents =
| |2006 2328 R Rents T
| |2008 z33C C Non-employee =
| |2006 233D R Rents T
| |2006 233E C Non-emplayee &)
| |2006 233F R Rents 2
| |2006 233H R Rents E
| |2006 2335 C Non-employee &) =]
6. On the commitment item search pop-up, select | EgPosition... | the Position button to

narrow your search.

II:l?Anntherentr:.r

Fiscal Year

Commitment ltem

Classification Type

.

7. As required, complete the following fields:

Field Name R/O/C Description

Fiscal Year R Calendar Year

This field is actually the calendar year in FBMS. All 1099
reporting is based on a calendar year, not the Fiscal Year.

Example: 2009
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Field Name R/O/C Description

Commitment Item R Commitment items for DOI represent either budget object
classes (BOC) or revenue source codes. Commitment items
are generally tied to a General Ledger Account and define
how each transaction will update in Funds Management.

Example: 255C

Classification Type o Indicates in which box the commitment item is reported on the
1099-MISC form.

Examples: R=Rents
C=Non-employee Compensation
M= Medical and Health Care Payments

8. Select the Continue button.

III:’Annther entry
Fiscal Year 2009
Commitment ltem 258C

Classification Type

9. Select Ml the Back button.
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FBMS

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL N TRAVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D

Home = FlHome = AP Home > 1085 Commitment tem Table

Display View "Defines commitment items that are 1099 relevent”: Qvervi
[Menu] | b [Back][Cancel| [System ] | [SelectAll| [Select Block | [ Deselect Al

Defines commitment iterns that are 1099 relevent

[fear |Commi1ment Item I'I'ax Classificatio... | @
2009(255C C MNon-employee B -

| |2009 255D C Non-employee )

" |2000|256M M Medical and H &

| |2009 /2574 C Mon-employee &

| |2000/2578 C Non-employee )

" |2008 257¢ C Mon-employee &

" |2009 257D C Mon-employee &

| |2009 257E C Non-employee )

| |2000|257F C Mon-employee &

| |2009|257G C Mon-employee &

| |2009 257H C Non-employee )

" |2009 /2571 C Mon-employee =

| |2000/2571 C Nen-employee ) ]

:2009 257K C Mon-employee B j

| F'osition... Entry 243 of 270

& The following steps are restricted to users at the NBC and PMO.

10. Select Delete the Delete radio button.

11. Select the Execute button to view all Commitment Items currently in the table.

‘A'“;‘:“:‘A a Welcome ZTRN280 '

FBMS FBMS Help | Personalize | Log Off
HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ] TRAVEL PROPERTY
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

Home > FlHome > AP Home > 1099 Commitment tem Table | History, Back Fo
Tax 1099 Commitment ftem Table Maintenance Program
||k [Save As Variant... | | cancel | [ system | | [ Execute |

Maintenance Mode

Display
Delete
Insert(Add)

O®O0
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12. Select the box to the left of the line(s) containing the Commitment Item to be deleted.

13. Select M' the Delete button.

"':E::’: -

FBMS

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT NANCIA TRAVEL
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | 5D

Home > FlHome > AP Home > 1099 Commitment kem Table

Change View "Defines commitment items that are 1099 relevent”: Overvie
[Wenu] | b [save|[Back|[cCancel|[System ] | [ Change -= Display | [ Delete | [Undo Change | | Select ANl | [ Select Block |

Defines commitment items that are 1099 relevent

[fear |Commitment [tem |Tax Classificatio... |
2006 118A C Mon-employee E| -
| |2008 /118D C Mon-employee 2
| [2006/1214 C Non-emplayee I
| 12008:211R R Rents T
2008 213R R Rents z
| |2008 222C R Rents z
| |2008 2324 R Rents z
| [2006/2328 R Rents T
| |2008|233C C Mon-employee 2
" |2006/233D R Rents T
| |2008/232E C Mon-employee
2008 |223F R Rents z
| |2008/233H R Rents z
| |2006/233 C Non-employee ¥ =]
| EfPosition... Entry 1 of 270

14. Select S3¥€_the Save button to save the deletions.
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HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT FINANCIAL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D

Home > FlHome = AP Home > 1099 Commitment kem Table

Change View "Defines commitment items that are 1099 relevent”: Ove,
[Menu] | b |Save||Back| | Cancel| | System ] | [ Change -= Display | | Delete | | Undo Change | [ Select All | | SelectE

Defines commitment items that are 1099 relevent

Wear |Commitment Itermn ITEu( Classificatio... |
2006 113A C Mon-employee E) g
| |2006/118D C Non-employee &)
" [2008]1214 C Mon-employee &
| 2006i213R R Rents 2
| |2008 222¢ R Rents T
" [2008/2324 R Rents T
| |2008 2228 R Rents T
| [2008/222¢ C Mon-employee &)
| |2006 233D R Rents i
| |2008/222€ C Mon-employee &
" |2006|233F R Rents z
| [2008/223H R Rents T
| 2006 233J C Non-employee =)
| |2008 /233K G Non-employee ) =]
| EHPosttion.. Entry 1 of 269

[ Murnber of deleted entries: 1

Note: FBMS displays the message: “Number of deleted entries: XX”.

& The following steps are restricted to users at the NBC and PMO
15. Select INseMtladd) the Insert (Add) radio button.

16. Select the Execute button to view all Commitment Items currently in the table
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Welcome ZTRN280

""f":" -

FBMS FBMS Help | Personalize | Log Off
HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL EMIS PROPERTY

DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D

Home = FiHome > AP Home > 1099 Commiment tem Table | History, Back Forward [S
Tax 1099 Commitment tem Table Maintenance Program
|} [Save As Variant.. [ Cancel| [ System | | [Execute

Maintenance Made
Display
Delete
Insert(Add)

® 0O

17. Select the New Entries button.

d':TE:::‘ -

FBEMS

HOME ACQUISITION CORE FINANCIAL S DATA MANAGEMENT
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD

Home = FlHome > AP Home = 1099 Commitment ltem Table

Change View "Defines commitment items that are 109!
[Menu ) | ¥ [Save||Back| | Cancel || System | | | Change -= Display | | Mew Entries | | Und

Defines commitment items that are 1099 relevent

[Year |Cc|mmitment Itermn |Tax Classificatio. . |
2006118A C MNon-employee | -
" 2008 1180 C Non-employee =)
2006 1214 C Non-employee =)
| |2006 211R R Rents z
| |2006/213R R Rents |
| |2006 222¢ R Rents |
| |2006 2324 R Rents |
| |2006/2328 R Rents ]
| |2006/233C C Non-employee =
| [2006/233D R Rents )
| [2006|233E C Non-employee &
| 2006 233F R Rents =
" |2006/2233H R Rents =
:2006 2334 C Mon-employee T j
| EgPosition.. Entry 1 of 270

18. As required, complete the following fields:
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Field Name R/O/C Description

Fiscal Year R Calendar Year

This field is actually the calendar year in FBMS. All 1099
reporting is based on a calendar year, not the Fiscal Year.

Example: 2010

Commitment Item R Commitment items for DOI represent either budget object
classes (BOC) or revenue source codes. Commitment items
are generally tied to a General Ledger Account and define
how each transaction will update in Funds Management.

Example: 255C
Tax Classification O Indicates in which box the commitment item is reported on the
Type 1099-MISC form.

Examples:

R = Rents are reported in box 1
C = Non-employee Compensation is reported in box 7
M = Medical and Health Care Payments are reported in box 6

Note: Use the drop-down to select the Tax Classification.

Note: Below is an example of a 1099 form. This form is used for reference purposes only.
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95495 LIvoiD [ ] CORRECTED
PAYER'S name, street address, city, state, ZIP code, and telephone no. 1 Rents OMB Mo. 1545-0115
$ Miscellaneous
2 Royaltiss Income
$ Form 1099-MISC
3  Other income 4 Federal income tax withheld COp)I’ A
% For

PAYER'S federal identification
numkbsr

RECIPIENT'S identification
number

Fishing boat procesds

~ |

& Medical and heafth care payments

$

Internal Revenue
Service Center

Fle with Form 1096.

RECIPIENT'S name

Nonemployee compensation

8 Substitute payments in lieu of
dividends or interest

$

For Privacy Act
and Paperwork
Reduction Act

Streat address (including apt. no.)

w

Payer made direct sales of
$5,000 or more of consumer|
products to a buyer
(recipient) for rasale w |:|

10 Crop insurance proceads

$

Notice, see the
2009 General
Instructions for

City, state, and ZIP code

1z

Forms 1099,

1098, 3921,
3922, 5498, and

Account number (see instructions) 2nd TIM not. |13 Excess golden parachute | 14 Gross procesds paid to

paymarts an attornay W-2G.
15a Section 4094 deferrals 15b Section 4094 income 16 State tax withheld 17 State/Payer's state no. 18 State income

Form 1099-MISC Cat. No. 14425
Do Not Cut or Separate Forms on This Page —

Department of the Treasury - Intemal Revenus Service
Do Not Cut or Separate Forms on This Page

33Ve the Save button to save the new

19. Enter all Commitment Items for the tax year and select
records.

@

= Note: FBMS displays the message: “Data was saved”

1.6 Verifying a Vendor is Set up Correctly

The Master Data Maintenance (MDM) team is responsible for updating Vendor Master Records (VMRS).
If you determine that a Vendor Record is set up incorrectly, you should report the error to the MDM team
so that the problem can be corrected.

1. To review a vendor master record, select the portal path CORE FINANCIALS —» AP — 1099 —»
Display Vendor (Centrally) to access the Display Vendor Initial screen.
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Welcome ZTRN200
FBMS

HOME ACQUISTION CORE FINANCIALS

-f-“ i )
FEMS Help | Personalize | Log Off O
DATA MANAGEMENT NANCIAL ASSIS TRAVEL PROPERTY
Master Data | Workflow Admin

Home > Home > Change Vendor (Centrally) > Display Vendor (sensitive fields)

Display Vendor: Initial Screen

| History, Back Forward

3 [ Cancel | [ system | | [Selectall| [ Deselect all |

Vendor LJSA CONSULTING

Company Code 1400 Dept of the Interior

Purch. Organization 1400 | Deptofthe Interior

General data

[] Address

[] Control

[] Payment transactions
[] Contact Persans

Company code data

[] Accounting info

[[] Payment transactions
[] correspondence

[] Withheolding tax

Purchasing organization data
[] Purchasing data
[] Partner functions

2. As required, complete the following field:

Field Name R/O/IC Description

Vendor R A business partner to whom amounts are payable for goods
delivered or services performed

Example: 799999999

3. Click L =8lectall the Select all button to view all pages on the Vendor Master record.
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“:u‘vsﬂz ' = Welcome Sandra Waldron

FBMS EBMS Help i Log Off

HOME ACQUISITION CORE FINANCIALS
PLAY | AP | AR | CC | COMS | FM | GL | LABOR | SD |

... Displav Wendor (Centrally) > Display Wendor (sensitive fields) > Display WVendor (Centrallv) > Display Vendor Line tems > Display Viendor (Centrally) Forwa
Display Vendor: Initial Screen
|} [Back] [Cancel| [System ] | [Selectall| [Deselectall|

Vendor 799999933 CONSULTING SOLUTIONS

Company Code 1400 | Deptofthe Interior
Purch. Organization 1400 | Deptofthe Interior

General data

Address

Contral

ayment ransactions
Contact Persons

Company code data
Accounting info
ayment ransactions
Correspondence

[ withholding tax

Purchasing organization data
Purchasing data
Partner functions

4. Press the Enter key on your keyboard.
5. Review the information on the Display Vendor Address screen.

it Welcome FBMS USER
- * o ‘« -

— EBMS Help | Personalize
HOME ACQUISITION CORE FINANCIALS
SPLAY | AP | AR | CC | COMS | FM | GL | LABOR | SO |

Log Off

... Display Wendor (Centrally) > Display Wendor (sensitive fields) > Display Vendor (Centrallv) > Display Vendor Line tems > Display Vendor (Centrally)
Display Vendor: Address
| ¥ | Cancel | [System | | [Display -+ change | [ Previous screen | [ Next screen | [ Administrative data | [ US Federal Government |

-
Vendor REEEEEEE -
[ [ 3 Preview | [23]

MName

Title CONSULTING SOLUTIONS e
Name

CONSULTING SOLUTIONS

Search Terms
Search term 1/2 ‘ H |

Street Address

Street 3 SUITE 400 |
StreetHouse number 444 MAIN STREET ” |
Postal Code/City 31210-9995MACON

Country 5 USA Region E Georgia
Time zone EST

PO Box Address

|4
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6. To review the Classification Codes, from the Display Vendor screen, select Menu —
Environment — Classification.

INTERIOR
- A -

... Dizplay Vendor (Centraltv} > Dizplay Vendor (zensitive fields) > Dizplay Yendor (Centrally} = Dizplay Yendor Line fte
Display Vendor: Address

Menu) | b |Back| | Cancel | | System ] | | Display -= change | [ Previous screen | | Next screen | | Adminis
Vendor »
Edit » 9999995
Goto »
Extras v [=3]
Field changes
Systemn » | Accountchanges ¥ ) I0NS
Help 3
e IONS INC |
AP ling itemns IONS | IONS
 Classificaon |
‘Search Terms
Search term /2 Internet Senvices » " |
Street Address -
Street 3 ISUITE 400 |
StreetHouse number 444 MAIN STREET | |
Postal Code/City |31210-9938 |[MACON
Country IE?‘ USA Reaqion E: Georgia
Time zone ESI

PO Box Address

7. On the Display Vendor Classification screen, use the scroll bar on the right side of the General
tab to view the Characteristic Descriptions and associated values.
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Display Vendor: Classification 2a
[ System ] | [Prev screen | [ Next screen

Object —

Vendor 79999999 CONSULTING SOLUTIONS

Class Type 010 Vendor Class

Assignments
(Class |Description ‘Sta ‘ |Ic |Ilm m

l7_FEDERAL 1 Teral Attributes for Vendors 1 o210 =

El=]a] Entry T Ik

Values for Class Z_FEDERAL - Object 79999999

(ICharacteristic Descripti... Wa\ue %

|Annual Revenue 2550000
| |Business Area
Business Start Date 06/01/1988 j

8. On the General tab, Vendors that need to receive 1099s should have the following fields:

Field Name R/O/C Description

Business Type R Business type describes how this organization operates.

Examples of business types that will not receive 1099s
include: Non-profit organizations, Foundations, etc.

Examples of business types that will receive 1099s include:
For-profit organizations, construction firms, service providers,
etc.

Note: See Appendix A for a list of all valid Business Types.

Example: FOR PROFIT ORGANIZATION

Country of R Country where the business is incorporated.

Incorporation o ) )
When a company is incorporated outside of the United States,

they should not receive a 1099. For instance, a Canadian
company would not receive a 1099 from an organization in
the U.S.

Example: USA
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Values for Class Z_FEDERAL - 79999999

Characteristic Descripti... |‘-Ia|ue
Agency Location Code

Annual Revenue 2550000
Business Area
Business Start Date 06/01,/1988

CCR Registration Date  10/01/2001
CCR Registration Expiratii 04/03/2008

Business Type FOR PROFIT ORGAMIZATION
Country of Incorporation | LISA
| [Bureau -]

EE&= o] o] [ 2 nconsistnt ]

9. Use the scroll bar on the right of the General tab to view additional Characteristics and values.

Field Name R/O/C Description

Educational Institution O |Avalue in this field automatically excludes the company from
receiving a 1099.

Note: See Appendix A for a list of all valid Educational
Institution types.

Example: PRIVATE COLLEGE/UNIVERSITY
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Yalues for Class £_FEDERAL - Object 799999949

Characteristic Descripti... |‘-Ia|ue

Sub-Bureau o~
Company Security Level
_Cnrrespnndence Flag EMAIL J
Department Code

Duty Station

Educational instiution |~ g
Highest Employee Securit

Fed Reg Business Type

| |Fsc Coders) [+]

= BEEE =

10. Use the scroll bar on the right of the General tab to view additional Characteristics and values.

Field Name R/O/C Description
Native American @) A value in this field automatically excludes the company from
Entities receiving a 1099.
Note: See Appendix A for a list of all valid Native American
Entities.
Example: TRIBALLY OWNED FIRM
Organization Type O Used to defined whether the organization is part of the

Government (Local, State, Federal, or Foreign), a
Corporation, Partnership, or Sole Proprietor.

Note: See Appendix A for a list of all valid Organization
Types.

Example: CORP ENTITY (NOT TAX EXEMPT)
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Yalues for Class £_FEDERAL - Object 79999999

Characteristic Descripti... |‘-Ia|ue |:
WPIR 5735KI965 =
Mative American Entities

Mumber of Employees  |G6,000

Organization Code

Organization Type 1 !
Other Business/Environ Fi

Other Government Entities

Other Socio-Ec Categories

Payment Requestor ID

KN |

&

11. Continue using the scroll bar on the right side of the General tab to view additional fields
required for 1099 setup.

Field Name R/O/C Description

1099 R This value specifies whether the vendor or independent
contractor is flagged for receiving a 1099-MISC form.

Note: If you suspect that a vendor or independent
contractor should be receiving a 1099 and this is set to NO,
you should verify the fields on the vendor master to ensure
the fields are set up correctly. If you determine that this
vendor or independent contractor should be receiving a 1099,
notify the MDM team and give them the required changes to
the Vendor Master Record.

Example: YES
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Values for Class £_FEDERAL - Object 79999999

Characteristic Descripti... |Ua|ue

1099 Eligible "‘i"l_E_S_ _______________________________ ! =]
UMIGUE EMPLOYEE IDEK
FedReg Registration Date =

FedReg Expiration Date
JWOD Mon-Profit Agency
Employee Status History T

" [Tops Eligible MES

_Ellocked for Payment
_Fiscal Year Close 09320 -

ENEN =N =

12. Select @ the Cancel button to return to the Display Vendor Address screen.

INTERIOR
4 v SO -

OME 2 CORE FINANCIALS D
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD |

Home = FlHome > AP Home > Display Vendor (Centrally}

Display Vendor: Classification

[Menu ) | b [Back||cancel| [System ] | [Prev. screen | [Mext screen |

Assignments

Class |Descripti0n |Sta...|... |Ic... |Itm
_Z_FEDERAL Federal Attributes for Vendors 1 10~
|| [~

1] | »
E~la] [T B Entry 1 ik

Walues for Class Z_FEDERAL - Object 79999999

Characteristic Descripti... |Va|ue | g
-

------------------------------------

1099 Eligible g}~~~ |
| |UNIQUE EMPLOYEE IDEN

FedReg Registration Date

FedReg Expiration Date

JWOD Mon-Profit Agency

Employee Status History T

TOPS Eligible MES
Blocked for Payment J
| |Fiscal Year Close 0920 =]
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13. Optionally, select | Mext Screen | the Next screen button.

IRt Welcome FBMS USER
- * P

FBMS FBMS Help | Personalize | Log Off

HOME ACQUISTION ‘CORE FINANCIALS DATA MANAGEMENT FINANCIAL A { TRAVEL USER MANAGEMENT
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D | Launch WinGui
... Display Vendor (Centrally) > Display Vendor (sensitive fields) > Display Vendor (Centrally) > Display Vendor Line tems > Display Vendor (Centrally) | History, Back Forward E

Display Vendor: Address BE
1 | Cancel | [ System | | [ Display -= change | | Previous screen | | Next screen | [ Administrative data | | US Federal Government |

-

Vendor 79999999 r
’_‘ L3 Preview |—‘

Mame

Title CONSULTING SOLUTIONS g

Name

CONSULTING SOLUTIONS

Search Terms
Search term 1/2 ‘ H ‘

Street Address

Street 3 ISUITE 400 |
StreetiHouse number 444 MAIN STREET H |

Postal Code/City 31210-9993 [MACON

Country El USA Region E Georgia
Time zone F‘

PO Box Address

[4

Note: Use the scroll bar on the right to view additional information such as Communication
methods (e.g. phone numbers, email address).

14. Review the information on the Display Vendor Control screen.

15. Select | Mext screen | the Next screen button.
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‘Am‘:z::u*b Welcome FBMS USER

FBMS FBMS Help | Personalize | Log Off

HOME ACQUISTTION CORE FINANCIALS DATA MANAGEMENT
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 50 | LaunchWinGui

TRAVEL USER MANAGEMENT

... Display Vendor (Centrally} > Display Vendor (sensitive fields) > Display Viendor (Centrally} > Display Vendor Line tems > Display Vendor (Centrally)

Display Vendor: Control
i | Cancel | [ system | | | Display = change | | Previous screen | | Next screen | | Administrative data | | Tax categories | [ US Federal Government |

| History, Back Forwa
1]

-
Vendor 79929993 CONSULTING SOLUTIONS MACON

Account control

Customer Authorization

Trading Partner | | Corporate Group  [CCR |

Taxinformation

Tax Mumber 1 Tax number type l_‘

Tax Number 2 233445566 | Taxtype []

Tax Number 3 £08908348 ]

Tax Number 4 | Taxpase o]

Fiscal address 70017001-Z Sac. Ins. Code [ ]

Ta Jur | vAT Reg. Mo [ oter. | L
Rep's Mame Type of Busines |

Tax office Type of Industr |

Tax Mumber ‘

Reference data

Location no. 1 0000000 Location no. 2 00000 Check digit |_D|
Cred.info no [ | Last extreview

Note: Use the scroll bar on the right to view additional information such as additional Reference data

and Person subject to withholding tax information. All 1099 vendors should not have anything filled out in
the Person subject to withholding tax section.

16. Review the information on the Display Vendor Payment transaction screen.

17. Select | Mext screen | the Next screen button.

INTERIOR Welcome FBMS USER
"* T WP, -

EBMS Help | Per Log Off

CORE FINANCIALS N
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

... Display Vendor (Centrally) > Display Vendor (sensitive fields) > Display Vendor (Centrally) > Display Vendor Line tems > Display Vendor (Centrally)
Display Vendor: Payment transactions
| b | cancel | | System | | | Display = change | | Previous screen | | Next screen | | Administrative data | | US Federal Government |

Vendor 79999393 | CONSULTING SOLUTIONS MACON

Bank Details

Ctry [Bank Key [Bank Account [acct holder [.. JeanfiBaNvalue [BrkT]Referen{]
US 129359688 1688598280000 c 4]

-
Ll | 3

Bank Data

Paymenttransactions
DME Indicator
Instruction key

[|
instructionkey ||
ISR Mumber
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18. Review the information on the Display Vendor Accounting information Accounting screen.

19. Select | Mext screen | the Next screen button.

Welcome FBMS USER

CORE FINANCIALS DATA MANA T
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D | Launch WinGui

-.. Dizplay Vendor (Centrally) > Display Vendor (sensitive fields) > Display Wendor (Centrally) > Display Wendor Ling ftems > Display Vendor (Centrally)
Display Vendor: Accounting information Accounting
| ¥ | Cancel | [ System | | [Display = change | | Previous screen | [ Next screen | | Administrative data | | US Federal Government |

Vendor 79999939 CONSULTING SOLUTIONS MACOMN =
Company Code Dept ofthe Interior
Accounting information
Recon. account  |2110. IN0OO Sort key
Head office | Subsidy indic. _|
Authorization Cash mgmnt group
Release group
Minority indic. Certificatn date
Interest calculation
Interest indic. . Last key date
Interest freq. o Last interest run [ |
Withholding tax
W. Tax Code L] Exemption number L
WH Tax Country Valid until |
Recipienttype | | Exmpt authority []
Reference data

=]

20. Review the information on the Display Vendor Payment transactions Accounting screen.

21. Select | Mext screen | the Next screen button.

Welcome FBMS USER

CORE FINANCIALS
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

-. Display Vendor (Centrally) > Display Vendor (sensitive fields) > Display Viendor (Centrally) = Display Vendor Line ltems = Display Vendor (Centrally) a
Display Vendor: Payment transactions Accounting Ba
|k [ Cancel | [system ] | [Display -= change | [ Previous screen | [ Next screen | [ Administrative data | | US Federal Government |

Vendor 79929393 | CONSULTING SOLUTIONS MACON
Company Code Dept ofthe Interior

Payment data

Payt Terms EP30 Tolerance group
Cr memo terms

Chk cashngtime 0

Automatic payment transactions

Payment methods E Payment block —l Free for payment
House Bank [TREAS
Grouping key El Document Number
Pmt meth.supl :l

Blexch limit 0.00 usD

Invoice verification

Tolerance group
Prepayment
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22. Review the information on the Display Vendor Correspondence Accounting screen.

23. Select | Mext screen | the Next screen button.

Welcome FBMS L
i

IE / CORE FINANCIALS
¥ | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D | Launch WinGui

... Dizplav Wendor (Centrallvh = Displav Wendor (sensitive fields) > Displav Wendor (Centrallv) > Dizplav Vendor Line tems > Display Vendor (Centrally)

| History, Back Forward
Display Vendor: Correspondence Accounting @a|

| b | cancel | [System ] | [ Display = change | [ Previous screen | [ Next screen | | Administrative data | [ US Federal Government |

Vendor 79993393 | CONSULTING SOLUTIONS MACON
Company Code Dept of the Interior

Dunning data

DunnProcedure | | Dunning block []
Dunn.recipient —‘ Legal dunn._proc. —|
Last dunned | Dunning level 0—|
Dunning clerk :l Grouping key :l
Dunn. Areas
Correspondence
Acct statement
Acctg clerk :l
Acctwi vendor
Clerk atvendor  [SAM SMITH |
Actclktel.no {478) 555-1234 |
Clerk's fax (478) 555-4321 |
Clrk's internet SSMITH@CONSULTINGSOLUTIONS.COM
Account memao |

24. Review the information on the Display Vendor Purchasing Data screen.

25. Select | Mext screen | the Next screen button.

Page 28 of 54 Date 5/12/2010




DOl Financial Business Management Systems (FBMS)

INTERIOR

- M

FBMS DOI FBMS Standard Operating Procedure (SOP)

Department of the Interior

Managing 1099s

Welcome FBMS USER

HOME 10N CORE FINANCIALS
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

«.. Dizplay Vendor (Centrallv) = Dieplav Vendor (sensitive fields) > Display Vendor (Centrallvh > Displav Vendor Line tems > Display Vendor (Centralty) | History, Back Forward
Display Vendor: Purchasing data |
|k | Cancel | | System ] | | Display -= change | | Previous screen | | Next screen | | Administrative data | | 2=

Vendor 72999999 |CONSULTING SOLUTIONS MACON
Purchasing Org Dept of the Interior

Conditions

Order currency m United States Dollar

Terms of paymnt PE30

Incoterms ||

Minimurmn order value 0.00

Schema Group, Vendor :l Standard schema vendor

Pricing Date Contral :| No Contral ot

Order optim.rest.

Sales data

Salesperson

Telephone \
Ace. with vendor |

Control data

ABC indicator

ModeOfmsprt-Border | |

Note: Use the scroll bar on the right to view additional information such as Control data and Default
data material.

26. Review the information on the Display Vendor Partner functions screen.

27. Select | Mext screen | the Next screen button.

Welcome FBMS USER
i

CORE FINANCIALS
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

--- Display Vendor (Centrallv) > Display Vendor (sensitive fields) > Display Vendor (Centraly) = Display endor Line tems > Display Vendor (Centrally)
Display Vendor: Pariner functions
|I¥ [Back]

Vendor 79999995 | CONSULTING SOLUTIONS MACON
Purchasing Org. Dept of the Interior

| Cancel | [ system ] | [ Display-> change | | Previous screen | [ Next screen | | Administrative data | | Aiternative

Partner Functions

L |Name |Number MName | |

Z3 Remittance Address 79999999-5 |CONSULTING SOLUTIONS -
Z4 |Physical Address 79999998-4 |CONSULTING SOLUTIONS-Phys Address

Z5 |Parent Co. POC 79999999-3 | CONSULTING SOLUTIONS LLC

ZB|GoviBusiness POC '79999999-1 |SAM SMITH

ZD|GowvtBus ALT POC 79999999-2 |JOE SMITH
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28. Review the information on the Display Vendor Partner functions screen.

29. Select | Mext screen | the Next screen button.

30. Select IL" the Yes button on the Last data screen reached pop-up.

II:Ij Last data screen reached

Do youwant to exitthe
@ display for this vendaor?

| Yes || Mo || 2% Cancel

1.7Updating Vendor 1099 Information on Convenience Check Transactions

When a convenience check is used for a transaction, the vendor 1099 information needs to be created or
updated in FBMS to ensure accurate tax reporting. All convenience check writers are responsible for
creating or updating 1099 information for convenience check purchases.

Vendor information on the charge card transactions comes from the MasterCard interface program. This
information may not always be accurate. When we receive corrected Vendor information and FBMS is
subsequently updated, users can pull in the updated vendor information into the charge card transaction
to ensure accurate 1099 reporting.

1. To review vendor line item detail, select the portal path CORE FINANCIALS - CC —»
Reallocate Charge Card Costs to access the Charge card reallocation cost Initial screen.
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FBMS

Welcome FBMS User
Log Off

INTERIOR
- .S P~ :
FBMS Help | Personalize
3 EWIS PROPERTY

FBMS
HOME ACQUISTION ‘CORE FINANCIALS DATA MANAGEMENT TRAVEL USER MANAGEWMENT

DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui
| History, Back

FINANCIAL

«.. Digplay 1099 Table > 1099 Detail Table = 1098 Vendor Form Report > CC Home > Reallocate Charge Card Cost
Charge card reallocation cost - Initial screen
|[F [ Save As Variant_| | cancel | | system | | | Execute | | Get Variant |

Authorization Access
() Cardholder
) Administration
() Budget Personnel

Charge Card
Charge card number

[ol[¢]

Transaction Date
Bank Posting Date

Budget Personnel only
Cost Center

Include Transactions with status?
(%) Mot Reviewed
) Reviewed

O Al

2. In the Authorization Access section, select the appropriate radio button based on your role.
Type the charge card number in the Charge card number field, or search for the card number

using the drop-down icon to the right of the field.

Welcome FBMS User

INTERIGR
* prr
FBMS Help

FBMS
HOME ACQUISTION ‘CORE FINANCIALS DATA MANAGEMENT FINANCIA| TRAVEL

DISPLAY | AP | AR | €C | CO/PS | FM | GL | LABOR | SD | Launch WinGui
| History , Back E

... Dizplav 1099 Table > 1099 Detail Table > 1099 Vendor Form Report > CC Home > Reallocate Charge Card Cost
Charge card reallocation cost - Initial screen
|’} [save As Variant...| [ Cancel | [ System | | [ Execute | | Get variant... |

Authorization Access
() Cardholder

) Administration

(=) Budget Personnel

Charge Card
Charge card nurmber
Transaction Date
Bank Posting Date

0005568260011232003

Budget Personnel only
Cost Center

Include Transactions with status?
(®) Not Reviewed
) Reviewed
Q Al

3. Select the Execute button.
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‘ l:sﬂ-* e Welcome FBMS User

FBMS FBMS Help
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINAMNCIAL AN TRAWVEL USER MANAGEMENT

DISPLAY | AP | AR | C€C | CO/PS | FM | GL | LABOR | SD | Launch WinGui

«. Display 1080 Table = 1089 Detail Table > 108% Vendor Form Report = CC Home > Reallocate Charge Card Cost | History, Back Forward (S

Charge card reallocation ¢cost
| b [ Cancel | [ system | | [ Reallocation History | | 1099 Information | | Reviewed/ Reallocated | | Refresh | | Sort Ascending By | [ Sort Descending By | | More... |

I

Selections
Card Number 0005568260011232009| FBMS USER
Bureau Looo

Transaction Date to
Bank Posting Date to
Cost Center to
Rev |H|5 \mgg ‘1099 |Gm Cat |\IendnrName Bank Posti_. |Purch date hransamm rTran!;n Amount Balance Amount Cu
ABC LOCK AND SECURITY 0116/2009 01M15/2009 0116/2009 28.41 2841 Us = |
] ABC LOCK AND SECURITY 01/16/2009 0115/2009 0116/2009 28.41 28.41 us

4. Select the box to the left of the transaction line item that you want to add the vendor 1099
information.

INTERIOR
‘A P Welcome FEMS User

FEMS Help | Personalize

FBMS
HOME ACQUISTTION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSIS TRAVEL USER MANAGEMENT
DISPLAY | AP | AR | €C | CO/PS | FM | GL | LABOR | 50 | Launch WinGui

-.. Digplay 1088 Table > 1089 Detail Table > 1089 Wendor Form Report > CC Home > Reallocate Charge Card Cost | History, Back Fo

Charge card reallocation cost
| b | Cancel | | system ] | [ Reallocation Histery | | 1099 Information | [ Reviewed / Reallocated | [ Refresh | | Sort Ascending By | | Sort Descending By | [ Wore... |

Selections —
Card Mumber 0005568260011232009 | FBMS USER
Bureau Looo

Transaction Date to
Bank Posting Date to
Cost Center to
Rev |H\s ..|‘IUQQ = ‘1099 z \Gm. Cat r\lendUrName Bank Posti... |Purch date rrransacllu.. rrransn Amount Balance Amount ICu
{ ABC LOCK AMD SECURITY 01/16/2009 01/15/2009 01/16/2009 28.41 2841 us &}
B ABC LOCK AMD SECURITY 01/16/2009 |01/15/2009 01/16/2009 |28.41 28.41 us

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

5. Select L1099 Information | e 1099 Information button.
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g Welcome FBMS User
- - * - !
FBMS FBMS Help | Personalize | Log Off

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE TRAVEL USER MANAGEMENT EMIS PROPERTY
DISPLAY | AP | AR | €C | CO/PS | FM | GL | LABOR | SD | Launch WinGui

... Display 1099 Table > 1099 Detail Table > 1099 Wendor Form Report > CC Home > Reallocate Charge Card Cost | History , Back Forwa =
i Charge card reallocation cost

I | Cancel| [ System ] | [ Reallocation History | [ 1099 Information | | Reviewed / Reallocated | | Refresh | [ Sort Ascending By | | Sort Descending By | | More... ]

Selections -
Card Mumber 0005568260011232009 | FBMS USER
Bureau @
Transaction Date to
Bank Posting Date to
Cost Center to
Rev |H\5 |1099 ‘1099 \Gm Cat r\lendorName Bank Posti_. |Purch date I‘I’ransactin I‘I’ransnAmount Balance Amount Cu
{ ABC LOCK AMD SECURITY 01/16/2009 01/15/2009 01/16/2009 28.41 28.41 Us =
77777 ABC LOCK AMD SECURITY 01/16/2009 |01/15/2009 |01/16/2009 |28.41 28.41 us

6. If vendor 1099 information does not exist, FBMS displays a window asking if you want to create
the information. Select E the Continue button to create the 1099 information.

W& 1099 information

@ 1099 Information is not available
Do you want to create ?

FBMS displays the Create new Vendor 1099 Information screen.
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- B P~

FEBMS

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL ASSISTANCE
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

.+« FIHome = CC Home > AP Home > CC Home > Reallocate Charge Card Cost

Create new Vendor 1099 Information
[Menu] | b [Save|[Back][cCancel | [System ] | [ Getvendorinfo| [ Refresh |

Wendor 1099 Information

Record ID 992008011500000

Vendor Tax 1D
Tax|d Type E

Vendor Mame Eq

Individual Mame

Address1

Address2

PO Box [ ]
Zip Code E ]
City 4

State =

Country s |

Telephone

Payee 1099 Reportable? [

7. If the vendor information is blank, type the Vendor Tax ID in the Vendor Tax ID field. If the
Vendor Tax ID is unknown, you can use the search button to find the Vendor Tax ID.
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FBMS

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD | Launch WinGui

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

Create new Vendor 1099 Information
[menu] | b [Save||Back|[Cancel||System ] | [ Getvendorinfo| | Refresh |

WVendor 1099 Information

Record ID |99200a011500000 |

Vendor Tax D 574912345

TaxId Type =

Vendor Name = |
Individual Name | |
Address1 |
Address2

PO Box

Zip Code [+

City ]

State =l

Country [L?‘

Telephone

Payee 1099 Reportable? [

8. Select |_GetVendorInfo | the Get Vendor Info button.

IE?f' Select Vendor 1099 address for the Tax I1d on the transaction

Transaction Information -
Transacion D [222008011500000 |

Trans Tax 1D 574912345

Tl 2D IVENDOR NAME |*DDRESS1
01 VENDOR MASTE ¥ ROBERT SMITH PO BOX 22 ]

-
4] ’ L

[-]
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A vendor may have more than one vendor record for their Tax ID, so you can use the scroll bar on the
bottom of the window to view the vendor information and then select the appropriate records.

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.

9. Select the box to the left of the Vendor record you want. Select S | the Copy
button to bring the information into the Vendor 1099 Information screen.

IE:" SelectVendor 1099 address forthe Tax |d on the fransaction
Trans Tax 1D 574912345 ﬂ
m |aD VENDOR MAME ADDRESS1
01; (FNDOR MASTE = ROBERT SMITH PO BOX 22 B

: on
Copy | | 3 Cancel | —

10. Make any necessary updates and select the Save button.
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| Create new Vendor 1099 Information
I| Menu | | b | Save||Back||Cancel || System | | | GetVendorInfo || Refresh |

Yendor 1099 Information

Record ID 992009011500000
Vendor Tax D 574912345

Tax |d Type 02

Vendor Mame ROBERT SMITH
Individual Name ROBERT SMITH
Address1 PO BOX 22
Address?2

PO Box

Zip Code E0223-0000
City DENVER

State o

Country s

Telephone

Payee 1099 Reportable? ¥

Make sure the Payee 1099 Reportable Flag is set appropriately for the vendor transaction. If a vendor
is not subject to 1099 Reporting, but the transaction is flagged as 1099 reportable, then this flag should
be set to 'N'. If the vendor is subject to 1099 reporting, this field should be set to 'Y".

PayPal transactions should be treated similar to these Convenience Check transactions. Transactions
for services, rents, etc. that are 1099 reportable, should have the vendor information updated and the
Payee 1099 Reportable? Flag set appropriately to facilitate accurate 1099 reporting.

11. Select __S0MNUE | 1o Continue button when FBMS displays the message 1099 Database
updated.

III?Infnrmatiun
® [1099 Database updated |
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12. On the Charge card reallocation cost screen, select @l the Refresh button to update the
1099 Info column.

‘*ln‘vz'm:! . e Welcome FBMS User

FBMS FBMS Help | Personalize | Log Off

HOME ACQUISITION 'CORE FINANCIALS DATA MANAGEMENT FINANCIA| \N TRAVEL USER MANAGEMENT EMIS

DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | SD | Launch WinGui

. FlHome > CC Home > AP Home > CC Home > Reallocate Charge Card Cost | History, Back Forwa
Charge card reallocation cost
| b | Ccancel | [ System ] | | Reallocation History | | 1098 Information | | Reviewed / Reallocated | | Refresh | | Sort Ascending By | | Sort Descending By | [ More_

Selections —
Card Mumber 0005562260011232009 | FBMS USER
Bureau @
Transaction Date to
Bank Posting Date to
Cost Center to
Rev |His.. ‘1099 . |1099 . |Gm. Cat |Vendur Name Bank Posti... |Purch date h’ransadiu.. r'l'ransn Amount Balance Amount Cu
ABC LOCK AND SECURITY 01/16/2009 |01/15/2009 01/16/2009 |28.41 28.41 Us ~|
'] ABC LOCK AND SECURITY 01/16/2009 |01/15/2009 01/16/2009 28.41 28.41 us

>Rt (100)E

13. The Vendor Info column shows a green checkmark, indicating the Vendor 1099 information
is updated.

INTERIOR
A N * - Welcome FBMS User

FBMS FBMS Help | Personalize og Off

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL N TRAVEL USER MANAGEMENT EMIS

DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

«=s FlHome > CC Home * AP Home = CC Home = Reallocate Charge Card Cost | History , Back Forwa

i Charge card reallocation cost

i3 | Cancel | [ 8ystem | | | Reallocation History | | 1099 Information | | Reviewed / Reallocated | | Refresh | [ Sort Ascending By | | Sort Descending By | [ More._ ]

Selections =
Card Number 0005568260011232009| FBMS User
Bureau @
Transaction Date to
Bank Posting Date to
Cost Center o
Rev |His..[1009 . [1099 .. [Gm.Cat.  [vendor Name Bank Posti... Purch date [Transactio... [Transn Amount  [Balance Amount  [Cu
ABC LOCK AND SECURITY 01/16/2009 01/15/2009 |0116/2009 28.41 28.41 Us_ = |
: ABC LOGK AND SECURITY 01/16/2008 01/15/2009 |0116/2009 2841 2841 us

[>|ra1 (100) (2]
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1.8Researching Commitment Items from Single Funded Line Iltems

Use this task to determine a Commitment Item for a service that was created when an invoice for a
single-funded line item on a purchase order was created in PRISM, AutoChoice, or a miscellaneous
obligation. FBMS automatically assigns document numbers beginning with 52 to transactions created
using the Enter Logistics Invoice Single Funded Line Item transaction.

1. To review vendor line item detail, select the portal path CORE FINANCIALS —» AP — Vendor
Information — Display Vendor Line Items to access the Vendor Line Item Display screen.

" InTERIOR N
* - - ‘* - g g
e FBMS Help | P o

HOME ACQUISITION ‘CORE FINANCIALS DATA MANAGEMENT

DISPLAY | AP | AR | CC | CO/S | FM | GL | LABOR | 5D | Launch WinGui

. Display Vendor (Centrally)  Display Vendor Line fiems 3 1099 Detail Table > Display 1088 Table > Display Vendor Ling fiems | History, Back
Vendor Line ltem Display

| b [ Save As variant... | | cancel | | System ] | | Execute | | Get Variant... | | Dynamic selections | | Program Documnentation | | Data Sources |

Welcome FBMS USER

Log Off

FINANCIAL

ISTANCE

TRAVEL USER MANAGEMENT EMIS

Wendor selection =
Vendor account to
Company code 1400 to

Selection using search help
Search help ID
Search string

o Search help

Line item selection
Status

(%) Openitems
Open at key date 10/02/2009

) Cleared items

Clearing date to

Open at key date

O Allitems

Posting date to

2. On the Vendor Line Item Disilay screen, enter the Vendor account and select the All items
radio button. Select the Execute button.
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Welcome FBMS USER

InTemion
A o SO -
FBMS
HOME ACQUISTION ‘CORE FINANCIALS DA
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD
- Display Vendor (Centrally] > Display Vendor Line fems 3> 1099 Delail Table > Display 1098 Table > Display Vendor Lin tems | History, Back
Vendor Line item Display
| b [ Save As variant... | | cancel| | System ] | |Execute | [ Getvariant... | | Dynamic selections | | Program Documentation | | Data Sources |

TRAVEL

| Laun

[+

Vendor selection

Wendor account to l:l
Company code to l:l

Selection using search help
Search help ID
Search string

o Search help

Line itern selection
Status
O Openitems

Open at key date 10/02/2009

(O Cleared items
Clearing date

[ |
Open at key date l:l
[ ]

w [ ] [=

@ Allitems
Posting date

o [ ][5

3. On the Vendor Line Item Display screen, double-click the Document No for the Document Type
of RE (Invoice — General). Document type ZP is for clearing accounts and won'’t provide you with
the commitment item information.

‘Am‘vsxu . e Welcome FBMS User

FBMS

HOME AL ‘CORE FINANCIALS i} MENT
DISPLAY | AP | AR | CC | COPS | FI | GL | LABOR | SD | Launch WinGui
... Display Vendor (Centrally) > Display Vendor Line items > 1099 Detail Table > Display 1099 Table > Display Vendor Line tems

Vendor Line item Display

| History, Back Forws

| Systern | | [ First column | [ Column Left| [ Column Right | [ Last column | [ Display Dacument| [ Change document || Mass chanoe |[More...
Vendor 79992939 7
Company Code 1400
Name CONSULTING SOLUTIONS
City MACON
5t |Rssignment Documentio | Type Doc. Date |5|DD|Amount in local cur. |LCurr|Clrng doc. Text

O Q 2000088822|ZP 09/30/2008 30,000.00 (USD |2000088822
[ ] 5200000000 |RE 09/30/2008 30,000.00-|USD  |2000088822

Q@ 0.00 |USD

** Bccount 79999299 0.00 |USD
Vendor *
Company Code =
Wame *
City =
| St |Rssignment |Documenmu Type ‘Doc Date ‘5|Dﬂ‘nmunt in local cu.r.‘I.Cu:r|C].ﬂ1g doc. |Text
| vl

Note: This invoice is a single-funded line item and will show two lines items: one for the clearing
account and the other for the invoice transaction.
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Display Document Line Iltem Information

INTERIOR
- * P

FBMS

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIA
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

... Dizplay Vendor (Centrally} > Dizplay Vendor Line tems > 1099 Detail Table > Dizplay 1099 Table > Display Vendor L
Display Document: Line ltem 002
[Menu) | b [Back| | Cancel| [System | | [ Display Another Document | [ Call Up Document Overview | | Nex

Vendor 79999995 | CONSULTING SERVICES BIL Acc
Company Code [1400 444 MAIN STREET
Dept of the Interior MACON Doc. nol5200000000

Line ltem 2/ Invoice / 31

Amount 30, 000.00 UsD

Additional Data

Bus. Area @

Disc. base 30, 000.00 UsSD Disc.amount |0.00 usD

Payt Terms @ Days/percent 28 |0.000 |%|0 |0.000 |%|0_|
BlineDate  09/30/2008 | Fixed

FPmnt Block [] Invoice ref. —|f ’—|f ’0_|
PmtMethod  [x |Pmtmethsupl. |22 ]

Clearing 03/30/2008 |/ (2000088822

Assignment

Text | [ =, Longtext

4. Select Menu —» Environment —» Document Environment — Accounting Documents to
display the Documents in Accounting pop-up.
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INTERIOR
- * - -

HOME

CORE FINANCIALS

D MENT

DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

FINANCIAL

... Dizplay Vendor (Centrally} > Dizplay Wendor Line tems > 1099 Detail Table = Display 1099 Table > Dizplay Vendor

Display Document: Line frem 002

[Menu) | b [Back|[Cancel | [System | | [Display Another Document| | Call Up Document Overview | [ Ne:

Document 3

Edit » 99999 CONSULTINGS SOLUTIONS GIL Acc

Goto v o] 444 MAIN STREET

Exlias D MACON Doc. N6.5200000000
Document Changes

System 3

Help v | Check Information

Addiional Data | jnygice Status Ctrl+F10

Bus. Area EU

Disc. hase 3 QOriginal Document UsD

Payt Terms B8 Aclclitiqnal»\ssignments » i 0.000 |wlo

Bline Date Waluation v | Display

FITHEES | Correspondence Relationship Browser :Idil

Pmt Method K| Balance Sheet Adjustme

Clearing 0_9 A COf

Assignment || Reference Ohject F2

Text | &, Long text

5. Double-click the Accounting Document Number that matches the Document Number (Doc.
No.) on the Document Line Iltem screen.

INTERIOR

CORE FINANCIALS y A
| FM | GL | LABOR | SD | Laun

... Dizplay Vendor (Centrally} > Digplay Wendor Line tems > 1099 Detail Table > Digplay 1099 Table > Dizplay Vendor

Display Document: Line kem 002
[Wenu | | [Back][cCancel | [System ] | [ Display Ancther Document | [ Call Up Document Overview | [ Ne

2110.IN0OO
Daoc. nol5200000000

[= ListofD ts in A ti
I IST T Documents In Accounting D GIL Acc

E STE 1100

Documents in Accounting
Document |Objemypetex‘t |
5200000000 Accounting document
3000444447 |Accounting document
1001777777 Spec. purpose ledger
1001777778 |Spec. purpose ledger
0000898989 Controlling Document
5000811111 |Funds Management doc

usD

] 0.000 [%o |
| [ Jrk ]

.00
i

0.000 |9

@ Separate ||Original document”@@
03/30/2008 | |2000088822 |

Assignment |
Text |

Clearing

l_@wLongtext |
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6. Review the account where this transaction was posted. Double-click the Account number.

""f:::' -

FBMS

HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCIAL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

... Dizplay Vendor (Centrally} > Digplay Vendor Line tems > 1099 Detail Table > Dizplay 1099 Table > Disgplay Vendor Li

Document Overview - Display
[Menu | b [Back|| Cancel||System | | | Select Individual Object | | Change Individual Line ltems | | Displa

Doc.Type @ RE { Invoice - General ) Normal document

Doc. Number S200000000 Company code 1400 Fiscal year 2008
Doc. date 09/30/2008 Posting date 09/30/2008 Period 12
Calculate Tax

Ref.doc. CONVERSION

Doc.currency usD

Itm|PE|Account Account short text Assignment Tx Amount
1|81|6100.251B0|IT Support Serwices (20080930 In 30,000.00
2|31| 79999999 |CONSULTING SOLUTICNS In 30,000.00-

Note: FBMS Displays the Detail Line Item screen. Review the Commitment Item and the last 5 digits
of the G/L Account. Most Commitment Items beginning with the number 25 represent a service and
should therefore be included in 1099s.
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HOME ACQUISTION CORE FINANCIALS DATA MANAGEMENT
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

... Dizplay Vendor (Centrally} = Dizplay Vendor Line tems > 1099 Detail Table > Dizplay 1099 Table > Dizplay Vendor
Display Document: Line ftem 001
[Menu] | b [Back| [Cancel| [System] | [ Display Another Document| | Call Up Document Qverview | [ Ne

GIL Account §100.251B0 |Information Technology Support Services
Company Code 1400 |Dept of the Interior

Doc. no/5200000000
Line Item 1/ Costs / 81

Amount 30,000.00 usD
Tax Code I0

Additional Account Assignments

Cost Center LLWO590000

Fund KHXL1109AF

Functional Area L17500000.XF0000

Funds Center [LLW0590000 Commitment ltem | 251B00

Earmarked Funds 0
Cluantity 1 AL

Assignment 20080930

7. Optionally, you can select Lt the Search box to the right of the Commitment Item field to bring
up a search window. Use the search window to review commitment items.

1.9Researching Commitment Items Associated with Incoming FI Invoices

Use this task to determine a Commitment Item for a service that was created when an invoice does not
reference a purchase order created through PRISM or a miscellaneous purchase order. FBMS

automatically assigns document numbers beginning with 19 to transactions created using the Enter
Incoming FI Invoices transaction.

1. To review vendor line item detail, select the portal path CORE FINANCIALS —» AP — Vendor
Information — Display Vendor Line Items to access the Vendor Line Item Display screen.
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e Welcome FBMS USER
- . S -
Log Oft

FBMS
HOME ACQUISITION CORE FINANCIALS. DATA MANAGEWENT FINANCIA N TRAVEL
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui
.. 1098 Detail Table > Display 1099 Table > Display Vendor Line tems > AP Home > Display Vendor Ling kems | History, Back

Vendor Line ftem Display
| b [Save As variant System | | | Execute | | Get Variant. Dynamic selections | | Program Documentation | | Data Sources

Vendor selection

Vendor account to
Company code 1400 to

Selection using search help
Search help ID
Search string

© Search help

Line item selection
Status
(%) Open items
Open at key date 110/02/2009

(O Cleared items
Clearing date to

Open at key date

O Allitems

Posting date to

2. On the Vendor Line Item Display screen, enter the Vendor account and select the All items
radio button. Select | EXeCUte | the Execute button.

Welcome FBMS USER

RE FINANCIALS. DAT, GEK
DISPLAY | AP | AR | CC | COPS | FM | GL | LABOR | 5D | Launch WinGui
.. 1088 Detsil Table > Display 1038 Table > Display Vendor Line tems > AP Home > Display Vendor Line tems | History, Back
Vendor Line ltem Display
|} [save As Variant.. System | | [Execute | [ GetVariant... | [ Dynamic selections | | Program Documentation | [ Data Sources
Vendor selection =
Vendor account 7eapapap o
Company code 1400 1o

Selection using search help
Search help ID
Search string

= Search help

Line item selection
Status
() Open items
Open at key date 10/02/2009

() Cleared items
Clearing date to

Open at key date

(=) All items
Posting date to

3. On the Vendor Line Item Display screen, double-click the Document No for the Document Type
of KR ( ). Document type ZP is for clearing accounts and won'’t provide you with the commitment

item information.
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‘*m‘n*~ Welcome F‘I:MSUSER

FBMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

FINANCIAL TRAVEL USER MANA

... 1088 Detail Table > Display 1098 Table > Display Vendor Line ffems > AP Home > Display Vendor Line tems

Vendor Line ltem Display
i3 Cancel | [ System ] || [First column | | Column Left | [ Column Right | [ Last column | [ Display Document| | Chan

Vendor 7eeesees

Company Code 1400

Name
City

JAMES ROBERTS
BILLINGS

5t |Assignment Documenclo | Type Doc. Date |5|DD|Emount in local cur. |LCurr|Clrng doc. |Text
[ @|or209010201 1300000000 |¥R 07/22/2008 1.92-|USD
* @ 1.92-|UsD
O @ 2000055554| 28 1043172008 4,100.00 |USD |2000055554
T @|200808012 M 1811111111 |ER 10427/2008 4,100.00-|05D | 2000055554
* @ 0.00 |USD
% Account 78888882 1.92-|USD L

Note: This invoice may show multiple line items. The line items shown with the green circle settled
correctly. Line items shown with a red square are in error.

‘-'"‘“:::' -

FBMS

HOME ACQUISITION CORE FINANCIALS

DISPLAY | AP | AR | CC | COMPS | FM | GL | LABOR | SD | Launch WinGui

... 1089 Detail Table = Dizplay 1099 Table > Display Wendor Line tems > AP Home > Display Vendor Line tems

Display Document: Line rem 002
[Menu] | b [Back| [Cancel | [System | | | Display Ancther Document | | Call Up Document Qverview | [ Ne;

Vendor TEEEEEEE JAMES ROBERTS GIL Acc 2110.INOOO

Company Code @ 123 MAIN STREET

Dept of the Interior BILLINGS Doc noj1511111111
Line ltem 2 / Invoice / 31

Amount 4,100.00 UsD

Additional Data

Bus. Area -

Disc. base 4,100.00 USD Disc.amount |0.00 LISD

Payt Terms Daysipercent |U ||U.UUD |%|D ||U.DUU |%|U_|
Bline Date  [10/27/2008 | Fixed

Pmnt Block Invoice ref. |—|J |—|f |0_|

PmtMethod % |Pmtmethsupl |4z |

Clearing l0/31/2008 i |2000055554 |
Assignment 200902012 W |

Text F Long text
| L |

4. Select Menu — Environment - Document Environment — Accounting Documents to
display the Documents in Accounting pop-up.
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INTERIOR
- * - o

HOME CORE FINANCIALS
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | 5D | Laun

... 1089 Detail Table = Display 1099 Table > Dizplay Wendor Line kems = AP Home > Dizplay Vendor Line tems
Display Document: Line ltem 002

Menu] | b [Back|[Cancel | [System ] | [Display Another Document | [ Call Up Document Overview | [ Ne
Document b
Edit » [BEEER JAMES ROBERTS G/LAcc  [2110.INCOO
Goto b El 123 MAIN STREET
Extras ’ BILLINGS Doc. no1911111121 |
Document Changes
System »
Help v | CheckInformation
Payment Usage
Additional Data | |nypice Status CHrI+F10
Bus. Area Ly
Disc. base 4, Original Document usD
Payt Terms Additional Assignments v EE
Bline Date E Waluation v | Display Transaction
e EIEES | Correspondence Relationship Browser :ldil
PrtMethod K| pajance sheet Adjustment
Clearing 10 Addinl components...
Assignment  [20 Reference Object F2
Text | l_@d Long text

5. Double-click the Accounting Document Number that matches the Document Number (Doc.
no.) on the Document Line Item screen.
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‘ ‘ I:’Eﬂl

HOME N CORE FINANCIAL 5
DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

... 10889 Detail Table > Display 1099 Table > Display VYendor Line ttems > AP Home > Display Vendor Line fems

Display Document: Line item 002
[Menu] | b [Back||Cancel|[System ] | [Display Another Document | [ Call Up Document Overview | [ e

IED' List of Documents in Accounting
GILAcc  [z110.INO0O
Documents in Accounting
Document  |Object type text | Doc.noj1911111111

3000017761 Accounting document
1911111111 |Accounting document
1000098765 Spec. purpose ledger
1000098766 |Spec. purpose ledger
0000776655 Controlling Document
5000868686 Funds Management doc L5 USD

[o.000 Jeelo Jo.000 [selo |
I
AN

@ Separate ||Origina| documem|

Clearing l0/31/2008 |i |2000055554 |
Assignment 200908012 M
Text | [ =, Longtext

6. Review the account where the transaction was posted. Double-click the Account number.

INTERIGR

- i

HOME N CORE FINANCIALS
ISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

««. 1055 Detail Table > Display 1098 Table = Dizplay Vendor Line kems > AP Home > Display Vendor Line tems

Document Qverview - Display
[Menu ) | b [Back| | Cancel || System ] | | Select Individual Object | | Change Individual Line ltems | | Displa

Doc.Type : KR { Vendor Invoice ) Normal document

Doc. Humber 1911111111 Company code 1400 Fiscel vear 2009
Doc. date 10/27/2008 Posting date 10/29/2008 Period 01
Calculate Tax

Ref.doc. 02227866

Doc.CUrrency UsD
Doc. Hdr Text OCT/NOV 08 LERSE BIM

Itm|PE|Account Account short text Assigrment Tx Amount
1(40|6100.232R0(5Space Rental - Other|2009308012 M 4,100.00
2|31| 7anaaassa ROBERTS, JRMES 200908012 M 4,100.00-
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Note: FBMS Displays the Detail Line Item screen. Review the Commitment Item and the last 5 digits
of the G/L Account. Most Commitment Items beginning with the number 23 represent a service and
should therefore be included in 1099s

INTERICR
- . SO -
FBEMS
HOME ACQUISITION CORE FINANCIALS DATA MANAGEMENT FINANCLAL J

DISPLAY | AP | AR | CC | CO/PS | FM | GL | LABOR | SD | Launch WinGui

... 10939 Detail Table > Dizplay 1099 Table > Dizplay Vendor Line ktems > AP Home > Display Vendor Line liems
Display Document: Line ltem 001
[Menu] | b [Back| [ Cancel| [System ] | [Display Another Document | [ Call Up Document Overview | [ 1e

GIL Account &100.23200 Space Rental Payments To Others
Company Code WDept of the Interior
Doc. nollgllllllll
Line ltem 1/ Debit entry / 40
Amount la,100.00  |usD
Tax Code |_|
Additional Account Assignments
Cost Center m‘
Fund MJJOQAF
Functional Area [ilBSUUUUU.XGUUUU
Funds Center [LLCOS06000 Commitment ltem 232200
Earmarked Funds o 1] 5 More
Quantity 0.000 | ]
Assignment 200908012 W |
Text | | %, Longtent |

7. Optionally, you can select Lt the Search box to the right of the Commitment Item field to bring
up a search window. Use the search window to review commitment items.

Appendix

Business Types

Valid Business Types in FBMS are listed below:

Characteristic Value 1099 Eligible?

Service Provider Y

Research and Development Y
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Characteristic Value 1099 Eligible?

JWOD Non-profit Agency

Construction Firm

Educational Institution

Manufacturer of Goods

Foundation

Hispanic Servicing Institution

Hospital

Veterinary Hospital

Architecture and Engineering

Domestic Shelter

For Profit Organization

z|<|lz|<|<|<|<|<x|z|z|< |z

Other Not-for-profit Organization

Educational Institution Types

Valid Educational Institution types in FBMS are listed below:

Characteristic Value 1099 Eligible?

Historically Black College/University

School of Forestry

Veterinary College

1862 Land Grant College

1890 Land Grant College

1994 Land Grant College

Private College/University

State Higher Learning Institute

Tribal College, Non-1994

Z |2 |12 |12 |2 |2 |2 |2 |2 |2

Minority Institution
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Native American Entities

Valid Native American Entities in FBMS are listed below:

Characteristic Value 1099 Eligible?

Tribal Government

American Indian Owned

Alaskan Native Corp. Owned

Tribally Owned Firm

Indian Trice (Fed Recognized)

Z |12 |12 |2 |2 |2

Native Hawaiian Org. Owned

Organization Types

Valid Organization Types in FBMS are listed below:

Characteristic Value 1099 Eligible?

Local Government

State Government

Federal Government

School District

Federal Agency

Federally Funded R&D Corp

City

County

Inter-Municipal

Local Government Owned

Township

Sole Proprietorship

Partnership

Corp Entity (Non Tax Exempt)

Z2 | X IX |} [Z2|Z2|Z2|lz2z|2|2|2|2|2|2|Z2

Corp Entity (Tax Exempt)
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Characteristic Value 1099 Eligible?

US Government Entity

Foreign Government

International Organization

Z |2 |2 |2

Municipality

Definition of Terms

Terminology Description

1099-MISC Form A Federal form issued to independent contractors and vendors
to whom your business has made payments greater than $600
total for the applicable tax year. This form is also used to report
earned income to the Internal Revenue Service (IRS). Federal
and State income taxes are not deducted from the recipient’s
wages. It is the responsibility of the recipient to pay his or her tax
payments to the IRS.

See: http://www.irs.gov/pub/irs-pdf/il099msc.pdf

AP Accounts Payable

BLM Bureau of Land Management

BOC Business Object Class — now called a Commitment Item

BW Business Warehouse

Cl Commitment Item

DOl Department of Interior

FBMS Financial and Business Management System

GL General Ledger

Independent Contractor A person or company that is generally compensated on a “per

job” basis and is not treated as an employee.

JPMC JP Morgan Chase
MCC Merchant Category Code
MMS Minerals Management Services
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Terminology Description
NBC National Business Center
OSM Office of Surface Mining
PFM Policy Financial Management
PMO Project Management Office
Vendor A business partner to whom amounts are payable for goods
delivered or services performed.

Version Control

Date Description of change Name Reference

10/02/2009 | Document creation Sandy Waldron Request

11/25/2009 | Incorporated suggestions Sandy Waldron NBC Changes
received from Debra Los

02/10/2010 | Updates included from NBC Sandy Waldron NBC Changes
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