PeopleSoft to TRACK1099 User Guide
Processing your 1099’s for 2021 Updated for the NEC forms

For year-end 2021 we will be providing the TRACK1099 software for your council to use to create email
and e-File 1099’s with the IRS. This third-party service has a great reputation and years of history
working with not-for-profit organizations. You will still use the PeopleSoft Vendor records and Accounts
Payable Vouchers to gather the correct amounts needed to be reported.

The TRACK1099 website is found at WWW.TRACK1099.com . We have a master account (called a team)
set up with them called “TRACK1099BSA” and if needed we can email your council an invitation to join
with a link for you to set up your council in the “team”. The costs for processing, emailing, and e-Filing
will be covered by the National Service Center, any additional services you use will be up to you to pay.

IMPORTANT NOTE: If for any reason you do not have all your vendors set up correctly in PeopleSoft for
withholding details you can manually enter the information into Track1099 and file your 1099s on time.
PeopleSoft does track all withholding details and you will find we have a query you can use to export the
needed details and then upload into Track1099, but you can also enter the details into Track1099 and
complete the task.

Preparing to File 1099’s

I.  Vendor Record Setup in PeopleSoft
1. Voucher withholding flag and values
lll.  Query output for TRACK1099
V. Log back in to TRACK1099 or setup you council in TRACK1099
V.  Setting up the Vendors (Transfer from last year)
VI. Uploading into TRACK1099 and filing

. Vendor Record Setup

If you are using historical vendors that you have filed 1099’s within the past the records will not have
changed. If you are using a new Vendor or a vendor you have not filed 1099’s before you will want to
make sure these two items are prepared:

Is the 1099 Withholding Flag turned on?
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http://www.track1099.com/

If not, the flag can be turned on by going to the Identifying Information Tab, checking the withholding

box and saving the addition.
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Is the vendor Tax ID information entered?
This can be found on the Location Tab, click on the “1099 hyperlink”
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This opens the Vendor withholding information page.

v
Favorites  Mam Mens © Vendors  © Vendor Informaton ©+ Add/Update © Vendor
Withholding Vendor Information

SetiD: Lese Location: ot
Vendor 0; 75167 Description:

Short Vendor Name: DIPLOMATT  DIPLOMAT T-001

Name: DIPLOMAT TRAVEL AGENCY
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You will need to add the details highlighted above. NOTE: it is strongly recommended you use the
Magnify Glass option and select the correct options from the drop-down list. After this is all filled in,
click “OK” and the “SAVE” on the Location tab when you go back to that.

A quick way to see if the Withholding flag is set for your vendors is to run the query “LC_1099 VENDORS

Favortes  Main Menu - Reporting Tools - Query - Query Viewer ol

Query Viewer
Enter any Information you have and click Search. Leave Bedds biank for a st of &l values
*Search BY |guery Name ~1 bogins wim LC_ 1008
- Search Advarced Search
Search Results

*Folder View |— All Foders — v|

LC_1099_TEMPLATE_FOR_TRACK 1009 rack 086 export template Private HIML Excal XML Schedule Loodup Refesunies Eavocie
LC_1080_MISC_COPYB 1088 MISC Copy B Public HIWML Excet XML Schedule  Lopiup References  Favorie
LC_1069_VENDORS ‘ Public HIML Excet XML Schedue  Loohup Refemncws  Favole |
LC_ 1099 VENDORS, VOUCHERS Putlic | HTML Excel XML Schedule LookpReferences  Fayoe |
LC_1089_VNDR_TIN_NUMBERS Public HIML Excal XML  Schequie Loodup Refesenies Eaynoie
LC_1060_WITHHOLD INFORMATION Public HTME Exces XML Schedule Loowup References Favorhe
LC_1089_WITHROLD_INFORM_DATE 1099 info by paymant Gate Fublic HIML Excet XML Schedule Loomup Refevences Eayoon

an - dos bk £1__n
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L.C_1099_VENDORS

SetiD: L
View Resuts

owokoud ety » x e v wal & % 10 4

SetiD Vandor D Yendor Nameo wWithhodiog Appioatile

NOTE: This query does not indicate if the withholding information is on the record.

Il. Voucher withholding flag and value

The 1099’s are based on voucher paid during the calendar year; each voucher needs to be marked for

withholding. If the Vendor is set up for 1099 withholding the voucher will get flagged. You can edit the
vouchers if needed.

You can review your vouchers with the query LC_1099 VENDORS_VOUCHERS

|Lc_10%3_VENDORS_VOUCHERS |
SetID; L

Prom Aty Date: 01017201

To Aceag Dale

View Resuts

Downkcad resuts b Exced SpoeqdBhes Test § X § 64 4t

Vandgor Name Amncunt Veador 1090 Flag Vouchar Withbolding Flag | Acctg Oate | Moro info

SetiD | Voucher D | Voucher Uino Numbe:

Keep in mind that not all vouchers for a 1099 vendor are reportable. We are only reporting the

nonemployee compensation. You may be billed for supplies from a law firm or an engineering firm and
those vouchers are non-withholding, so you can edit if needed.

Update Vendor Withholding

a. If you have vouchers Flagged as “N” on the LC_1099 Vendors_Vouchers query and
need to be changed as 1099.

Navigate to Vendors>1099/Global Withholding>Maintain>Update Vendor Withholding
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Favgrtes  Man Menu + Vendors  1099/Giobal Wrhholdng » Manitan » Updats Vendor 'Withholangs [

Withholding Vendor Update

Withhcsding Update Il UFDATE_VENDOR_WITHHOLDINGS

"Vendor Satitx L Q

*Start Date: 01012012 | *End Data: 12312012 @

“Vendor 0 L Unn Curreut Withbold
1[ooooc001sa @ (1 Q e a Y ==
| To change the current withholding for vendor 0000000164 from “N'to Y |
@ Sem O RetumteSewrch  +0 Sremunelet 0 Medmlet ] oty N

Vendors SetID: Enter the Business Unit

Start Date: 01/01/20XX

End Date: 12/31/20XX

Click on the Vendor Tab, enter the selected Vendor ID, Location and Business Unit, if applicable.

Click on the New Withhold Details Tab:
D T e = S DN N D R e A AL VRS

Favgrkes  Man Meou » Vendors ) 1099/Ghkbal Wrbhaling » Manman » Updite Vendor Wehholings

Withholding Vendor Update

Vamsholding Update iD: UPDATE_VENDCR_WITHHOLOMNGS

Vondor Ssscton
“Vendor Sealx L Q

Tx Heparteg Year

*Start Dato; 01012012 5 *End Date: [t2a12012 &

L

Entin New Niew Jur  New
Withmuiy Typn o Class

| 1@GmEEn @ v - B q [ma o @ a = =

an-nhm o) Frevous st o] Neamis [T ety Ty Aca

Vendor ID: Enter the Vendor ID number(s) selected from the query
LC_1099_VENDORS_VOUCHERS.

Location: Select the location.
New Withhold: Select “Y.”
Entity: Select IRS.

New Type: Select 1099.

New Jur CD: Select FED.
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New Class: Select 07 — Non-Employee Compensation.
Click Save.

Updating or Changing the Vouchers

If you fine vouchers that are incorrectly flagged, you will need to update them using the
“Update Voucher-line withholding”

You will need to enter the council number (1), set the dates for the business year (2 & 3) and
match those dates for the “Tax Reporting Year” (4 & 5)

Then click “Search (6)

Favorims  Man Nenu o Vendos - LO9S/Goba WRmodng « Maekan ) liposte voutherine Witteoang o

|
Withholding Invoice Line Update

Vendor SetiD: L Vendor Name ‘- witan

Vendor 1 ors Locaten: o Wihhoiomg: v

L_ICisar Upaated Wannolsing “To Date: . a7 W
P T Q Jurndiction: aQ Bet Al Lines 1o No Wihd
Withnoid Type: = Class: Q Ge1 Al Lies 2 ¥ina
“Start Datm: o OVOIOMT 8 *End Dwte! ':«‘:mrn.' W
Detatts Fewmatcn | 1t | e | ¥ 8 Oviw Oy
m Tow WElShetd  Pratyy Ty Saremde tun Cane Busswss Ul Vel Line L ::“ ) Pavtharstes Anil
201702 08
v a Qa 2 X e o0t to 1 _V'.% "_'. - [(FRS 130 000/
v a a A A s pooaEn \ :’: s ‘.LH 0TIy 30 000
201702 22
1 - a o a % L oS0z s ey 22301 2% 9001
) 2017 92 01 = .
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(9w RemmmGenn ) e

To make changes, click on the correct voucher line under the “New Withhold” column. You can
add the 1099 flag to a voucher or remove it. Make sure to add the Entity (IRS), Type (1099)
Jurisdiction (FED) and Class (07). Click “Save”.
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Withholding Invoice Line Update
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When you click save you will get a message (See Below) asking you to verify you have entered
the full tax year. Click OK on the message.

Winhoid Update must process af Sansactions for the entire Tax Reporing Year (7400 122)

Please venly Pt the Tax Reporiing Start date and End date are cooect (for USA, you must enler e enfire cafendar year,
D10INYYY In L2IVYYYY)

Fatng 16 specily (e Correct danes mil Lause 03t amors

Press OK 10 SAVE
Press Cancet 10 g0 back 10 1ho

Page and wWrityicormect iNose datns

After you have saved the work, click on the “New Withhold Details” tab in the Details” section and you
can view your changes
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The other issue that could come up is the values reporting don’t match what they should be. This most
often happens when the vendor is not set up for withholding information. You can adjust the reporting
values by “forcing” in a correction for reporting purposes only. This does not edit the vouchers.

Fixing Voucher Value Problems

a. Before you begin adjusting the withholding you will need to know what the correct
“value” needs to be for the vouchers. This process is also used when voucher amounts
get doubled.

Go to the “Withholding Adjustment” process and enter the vendor you want to adjust vouchers for

Favortes  ManMeny - Vendors » 1099/Giobal Withholdng ) Maintan  Adjust Withhoiding

Withholding Adjustment

Enter any mformation you have and click Search. Leave fields biank for a st of all values

Fiog an Exsdng Wive

[~ SearchCrtona ]
vendor Setld; = v | Q

Vendor 1D: tegns with v
Vendor Location: begins wilh v

| Seawcn Clear. | Basic Search B Saye Seacch Crteds

It's very important you enter the needed information in the order as listed

Business Unit (council) 2- Entity (IRS) 3 — Type (1099) 4- Jurisdiction (FED) 5- Class (07) 6 — Starting Date
(01/01/2016) 7 - Ending Date (12/31/2016)

8 Search

9 Save

After you save, click on the “Transaction info” tab

Favortes  ManMenu o Vendon > 109%Gobal Withihoking |+ Mantan » Adpst Withhoking

Withhold Adjustments
Vendor: L e e 01 ASTTYNCT DUDOWR. o.C
Business Unit: o L Q
Entity; IRS L Jurisgietion: ° FED O, Start Date: Oomwm 5 °
oo 8 7000 o Class: ° o7 Q. nds Date: 01;:3«::&16 5 Search
LIANssckan s Paymand wuimasan Ay et Raason D‘
Short Rere "Husemus Unt iy T “Jrindiciion ‘Chas T
Overrige o) Q jms @ [oee [FED Q 7 Q RULE0 Q *li[=
Owetride |1 pmy Q =s o o9 O |FED } o7 4 RULED #l=]

1 Sae  MReumtoSesch Ll Moaly | &2 Refresh
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From the Transaction Info Tab, you adjust the value of “Basic Amt” back to the correct value.

Favgtes  Man Merw » Vendors 1095,Glebal Withhodd Adjust iy

- " -

Withhold Adjustments

Vendoc | o [ =) 01 ATSTRALT B L
Business Unit! LS Q
Entity: RS Q Jurisgsction: FED ), Start Date: 010016 W
Type: 1092 qQ G o7 4 £nd Date: 232016 5

Bawu Ame Lty Arnt Pan Ameuee Paymam Dese uomemm Oute
‘ 1M 26 0.00 000 12312016 1231201
L £06.00) 0.00 200 1HFIEO1S 1213 L2016

@-m:m SO ety &3 Revash

Update 1099 Withholding information.

b. If you have made any adjustments, you will need to run the Update 1099 Withholding
c. Navigate to Vendors>1099/Global Withholding>Maintain>Update Withholdings.

Favertes  Man Menu Vangen :m;'ﬁhbal’\mhnh\u Mantan Lodata Wanhokings
Withhold Update Request
Run Controf &k Updats _@ipmoldngs Ruport Menanet  Process Monitse
*Regeest X 1 “Descrgtion; |Updats 1009 Withholting nds
*Process Frequeacy: Amays Process -
*Process Option: Prooess Oniy Vandon Upastss -

Elm Ty oa0s 21 UpsmeDagey

Request ID: Enter a value (e.g.,1).
Description: Enter a description (e.g., Update 1099 Withholding Info).
Process Frequency: Select Always Process.

Process Options: Select Process Only Vendor Updates.
Click Save Then Click Run.
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lll.  Query Output for TRACK1099

After any corrections made to the vendor and voucher files run the update withholding

Favortes Man Menu » Vendors » lO‘;‘;!GobaLWIthng ¢ Maintan » Update Withholdngs

Withhold Update Request

Run Control ID: upcate_wihhoking Report Manager Process Mongoe |1 -RUD
"Request ID; ! ‘Description: |upaate 1099
*Process Frequency: Always Process v

Process All Updates ~

‘Process Option:

1Saw  “RetumioSeacch ) Moty

Next you need to run the Withhold Transaction Post Process

Note: the “Through Date” would be the current date, this is not a 12/31 date.

Favortes  ManMenu - Vendors - 1099/Global Withhokling » Mantan - Post Withholdings =

Withhold Transaction Post

Run Control ID: Post_Withholding Repon Manager Process Mondor Run
‘Request ID: 1 Description: Post Withhelding

*Process Frequency: Always Process v

“Post Option: Post by Business Unit v

*Through Date: 0111972018 [

'8 L 'RewmtoSearch  * Prevousinlist & |Nadinbst 2 Noofy _4Aoe | UpasteDispiay

After the Post Withholding you will need to run the “Withhold 1099 Report Job” to populate the data
fields for the query.
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It is best to follow the order of the numbers highlighted in the below screen shot (1 — 15)

Favorites ; MainMenu > Vendors > 1099/Global Withholding » 1099 Reports » Withhold 1099 Report Job o

1099 Report Post / Report/ Copy B

Run Control ID: withhold_1099_report_job

Language: [Engiish v ]

1099 Report Post

Report Manager Process Monitor

*Request ID: ] e)esmptm;h 099 Load
Process Frequency: (@Sl Always Process v
Report ID; US_REPORT

Report Date: 111872018

Include Manual Overrides

*Control SetiD:

*Calendar SetiD: SHARE | *Calendar |

*Fiscal Year: po1gi¢x

/& Lewis & Clark Council, Inc BSA
08 | 2019 1099 Calendar

E Use Report Date For Vendor

[ )@ Period 1-2019-01-01

*Period:

1099 Report

Type of File/Return: 12 555

v | Replacement Character:
IRS Options

D Has the 1099-MISC containing Box 7 Non Employee Compensation file been sent and accepted by the IRS?
IRS File Generate Option

i)

Oexclude Non Employee Compensation
Olnclude Hon Employee Compensation

1099 Report Copy B Sort
Withhold Type: All

v Vendor Select Option: [ Select Al Vendors

[ mask Tin AP 1099 sort order: [Vendor id Sort

Vendor Payees

Pemsonalize | Find | Vi=
‘Vendor ID

' |{aRetum to Search | |1 |Previous in List | |4 [Nextin List.| | ZiNotify |

_4Add | | Updste/Display
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After you click “Run” you need to select the “1099 Job” from the process List.

Favorites | MainMenu > Vendors » 1099/Global Withholding > 1093Reports » Withhold 1099 Report Job i)

Process Scheduler Request

UserID MCREAGH Run Control ID withhold_109S8_report_job
server Name {PSNT1 v RunDate [12/172018 |50
Recurrence | ~| RunTime[zazaspi | | ResettoCurentDatefTime |
Time Zone r—‘Q
Select Description \Process Name \Process Type *Type \*Format Distribution
| [] 1089 Répo}t Post 16§§_§Fi'r'_bs'f Aﬁééé&tmh Engine ]wéb. vl[ﬁd- i | Distribution
[0  FErint 1098 Copv B APCOPYB PSJob |(None) . |[(None} . | Distribution
[0  xMLP:withhold 1099 Report APX1099 Bl Publisher [web . |[POF | Distribution
[ xwMLP; withhold 109G Report APX1099G Bl Publisher [web  |[PDF o | Distribution
[0  xmLp:withhold 1089I Report APX1099I Bl Publisher [web  +|[PoF ]| Distribution
[0  1099-M1SC Copy B APY1099- Crystal [web  «|[POF | Distribution
[0 1099-G Copy B APY1099G Crystal [web  |[POF | Distribution
[  1089-inT Ccopy B APY 1089 Crystal [web  o|[PDF o] Distribution

o o AP_1099 PSlob [(None) + [ (None) | Distribution

[J 1092 Repo AP_APY1099 Application Engine  [Web  «|[TXT | Distribution

[0 1099 Copy B Sort AP_COPYB_RPT  Application Engine |Web  +||TXT | Distribution

[] 1099 Post, Report. & CopyB Sor RPT_1099 PSJob [(None) || (None) < | Distribution
OK || Cancel
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You are ready to review the details you have for all your vendors set for 1099’s with flagged vouchers by
running the withholding control report. NOTE: this report will show you vendors even with less than
$600.00 total for the year.

——
Favorites : Main Menu > Vendors > 1099/Global Withholding : General Reports : Withhold Control Report [g]
- : - - - w

Withholding Control Report

Run Control ID: Withhold_Control_Report Eeport Manager Process Monitor | Run

Setid: Ls Q

Control ID: 1 Q.
From Date: 0102017 Eﬂ

Through Date: 1212312017 |[5]

|[F) save | [@*Remrntu's.earch | [ IPreviousinList |+ |Nextinlist  =]Notity [+Ada  lupdateDispiay

Peen 0 Aoty Py
VERDOR WITHHOUDNNG BALANCES CONTROL REPCRT

- yve e

Tk b Brtiy WA

This report allows you to review the results with details.
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Special Track1099 queries in PeopleSoft

You can then generate your 1099 data in a query designed just for the TRACK1099 process. Query
“LC_TRACK1099 EXPORT_NEC can be run and outputted as a “CSV” file

NOTE: The legacy query for 2019 and earlier is still available as is a new “MISC” version if your council
needs to file 1099-MISC for rent and other income reported

Favorites Main Menu > Reporcigg Tools > query L Query Viewer (gl

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By vegnswin  [CIRAGK

[ Search | Advanced Search

Search Results

“Folder View | —All Folders — -

Personalize | Find §

‘Query iame ‘Description Owner Folder T Benle M® schedule  Definitional References £5912
[LC_TRACK1099_EXPORT ‘track1099 export template 'Public | HTML  Excel m Scheduie Lookup References Favarite

i

ELCJRACM099;EXF'0RT;M|SC~track1099'expornemplate Public |HTML |Excel XML |Schedule |LookupReferences |Favorite
ILC_TRACK1099_EXPORT_NEC track1099 exporttemplate  Public | HTML Excel XML Schedule LookupReferences Favorite

This “LC_TRACK1099 EXPORT_NEC” query collects all the information needed to conduct the upload
into TRACK1099.

LE_TRACKAI0S_EXPORT_NEC - srack 008 seport semplate
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Yoan -
whew Fesamy
Dswwsagissnts % Lxat Stiaacien [EETTRINGY v G308l
o & o g LALE g
Peges Tan | Tepe Fap. | e Orss Daxdfod| Basd | Dow® Mak | | B el T |
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IV. Log back into Track1099 or Setup you council in TRACK1099

Welcome Back:

As a returning user all you need to do is click on the “Sign in” box on the top right of the main page and
login using the email address set for your account last time and your password.

Tr30k1099 SignUp  How It Warks  Pricing

Furgot passwurd?

If you have forgotten your password, you can click on the “forgot password?” link and then submit your
email address and the system will send you an email with instructions

Track1099 SignUp HowitWorks Pricing ContactUs

Forgot Password?

Enter your account email address
Reset Password I

If you are a first-time user:

e-mail Don Day at don.day@scouting.org and request to be setup in Track1099. You will receive an
email like this pictured below, double check the sender to verify it’s not spam. If you don’t get this,
contact Member Care and we will resend it or update an email address.
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(Check junk and spam mail boxes too)

— — —

Track 1099 1099 & W-2 <no-reply@tack1099.com >
Invitation to join Track1099

Hene rition Policy Year Oeletr [ year

o it theve are proClems with bow this message € diaplayed, dick hese to view 1t in 3 web Drowser,

Dear Colleague,

© Mivaed Croorgn

BSA1093 Account has invited you to join their team's account at Track1093 for managing IRS 1099, W-2, W-4 and W-5 forms.

Please click on the link below and sign up using this email address.,

You'll automatically be connected as a colleague associated with BSA1099 Account and may begin adding Payers and Recipients immediately,

Please send us an emall at support@track1089.com If you have any questions,
We look forward to working with you.

Sincerely,

The Team at Track1099
Stanford, CA
yoww.track1099 com

Join BSA1099 Account's Team

Click on the “Join BSA1099 Account’s Team” button and set up your council’s account

Tracki1099"

Wetcome. BSA1099 Account £

FAQ IRSInfo Stateinfo W-8 \Videos  Corrections
Full Nama
Michael Croagh
Email Password
Phone
6189802384

J | have read and accept the terms and condibons

Sign Up

Already have an account? Sign in

Set your security question

PeopleSoft to TRACK1099 User Guide
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Track1099

FAQ IRSinfo Stateinfo W-§8 Videos

Welcome, Michael Creagh £

Corrections

For your security, one last thing

Get Started Now

Click on the Track1099 tile

Track'logg" FAQ  IRSInfo  Stateinfo W9  Videos

New! Welcome to tax year 2019

Which form would you like to start using?

Track
1099 @

1099-series, W-2 W-9
940, 1095-B W-4
1095-C, 1042-S W-8BEN

Corrections Welcome, i .# "= Account €

News & Alerts

+ You can e-file prior years until Dec. 3.
IRS accepts tax year 2019 in mid-Jan.
Postal Mail service begins in Jan.

Click "2018" in the top nav bar to
access prior year forms.

PeopleSoft to TRACK1099 User Guide
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In Track1099 the payer is the council, so you will want to select “Manual Entry or CSV” and fill out the
details needed to process 1099’s.

Track1099" ro meeio smewo W) o Comsons waome 85A10w cco®

me 2009 2000 07 e

All Payers

Overview Ad 2.ENeAll 3. Mail Al 4. Downdoad Al Import Data

The Payer is the company issuing the forms.

%4

Enter a New Payer Manually

Last
Year

Transter from 2019

Import Options

OO E

import 1099-NEC or MISC Add many pagers ol anoe
o via CsV
tn
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If this is your first year using TRACK1099 for the council, you will need to fill out the details and click
Save. (Remember, the payer is the council)

TraCK‘Ioggw FAQ IRS Info State Info W-9 Videos Corrections V

2019 2018 2017 2016 2015

All Payers

OV BRI RN DURCEVC I 2. E-file Al 3. Mail All 4. Download All  Import Data

Payer Name (Legal name, not DBA) Payer Federal ID Number
Take Any Council 12-3456789
Payer Second Name (Optional, DBA name) Transfer Agents Name (if applicable)

Attn Michael Creagh

Foreign address Last year of filing for this payer
Address
123 Main St
City State Zip Code
Irving TX - Texas v 75015
Email for recipients’ guestions Phone
mcreagh@bsamail.org 972 580-2490)|

B Filing ACA 1094/1095-B? Click here.
B Filing ACA 1094/1095-C? Click here.

> Filing 1042-S? Click here.

+ Save
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At the bottom of the website there is a video guide library that is very helpful reviewing the upload and

filing process.

Check out these 2 — 4-minute videos:
Easy 1099 E-File Overview
E- Delivery to recipients

CSV Importing all form types

Corrections
Video Tutorials
Easy 1099 E-file Overview CSV Importing, all form types Corrections
E-Delivery io Recipients Transfer From Last Yearor W-8s QuickBooks Online Importing

Tax Pro Teams Act (ACA) E-file QuickBooks Deskiop importing
Pricing Online 5 Xero Importing
Postal Mail Bill.com Importing

How will you add recipient forms for your new payer?

g Y099, 1098 W7, 9 Taa
M2 S

Import Options

e B

o | WAL st ¢ e e 0
" T

>0

V. Setting up the vendors (Transfers from last year)
If this is not your first year you can transfer all your 1099 vendors from last year into the current

year. Just click on the “Transfer from 2019” button. NOTE: If you are going to use the Upload

feature you would not need to do this.
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VI. Uploading into TRACK1099 and filing

The query in PeopleSoft will output to match the CSV file template provided by TRACK1099.

You will cut and paste from your query, or, you can manually fill out the upload sheet.

Key Points to remember:

1. Do not rearrange the columns
2. Do not delete any columns, if they are blank, that is ok
3. You can make edits in the CSV template (such as adding email addresses)

You will click on the “Select file” and then import CSV

REMEMBER: We are doing the 1099-NEC this year, Not 1099-MISC

Track1099 CSV,upload tutorial

WVIHENIUT odlvd

). Payer 2 Add Reciplent - 3 Forms Summary 4. E-file 5 Mall & Download RGIFERESETE

C8V impont
I you 0An SXPO & AP o R e from your 1 Wi COn Import £ %0 ek 1000
Watoh our CSY v

Q8 Demidop charts, ploase see our OB aapon radnction

First; Cownload the cormect CSV letrpate for your S
1089-MiSC w-2 10685-C More Forms... »
Next: In your scotunting software, creiin & Y000 o W-2 oot ard axport i 1o CHY o
Thardk: Copy anat paste the data SO your report o --uki';‘-’ template Do not resrange ™e oolumes
Fourth: Bavw the Siind-in termpiane as o CSV e not sls. Check mading 2ams it Zp Code

Finally; Cick Sanct File Deitw, Pwn drpon CHY

[

T Thume mcipanty wif te added b Milenkm Satvage e
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Select the CSV template

rack1099 CSV,upload tutorial
INUHLET U LY

B
LSRR
B v ras DRI
ICioud Drive
N Mtbvep
D wwcitten
) Macintash HD
A Appcsnons
1 Deshen
% Documares
O ODeserdtnsy
] tran 000
o M

T W Sky sy

Fomore D

o Mmtitiod

A B Meswtee MO 2 B Usens ¢ 3 emsatios o -C'-ul'.‘m!-_lt BT T A

haree . Dwte Madhe

1 ND GOV Dotsumers

After you have uploaded into Track1099 you have a review screen and and it is reviewed for errors (such

as missing data or EIN’s that are not valid).

| €= VIEW ALL PAYERS
|

Millenium Salvage Inc,

1. Payer 2. Add Recipient - SISt ﬁummary 4. E-fle 5 Mad 6. Download

Unschaduled Forms (4) | Schaculed & Sert (0} Form Box Tosus
IR « ot oo o o
Reciplent  Cueie

o Gooa O for €-Fie, No Emad (3 Ervor
Qarn Vacer

2 Luke Skoywalser

2 Lukp Shoywaleer

¥ Toda Mantey

PeopleSoft to TRACK1099 User Guide

Import Data

Box 7 Other Boxne

Hox "ot Report

so.00 $339a5.00
$159640.00 $000
$0.00 $90083.00
$0.00 $0538 00

Save Crarges
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When you are already to file you schedule the efile date and the e delivery date (There is no reason to
wait after January 1)

The Efile to IRS is scheduled
The E-delivery for those recipients you have email address for is scheduled
You will account for those you will be mailing

NOTE: TRACK1099 will charge you extra for mailing the forms, do not select this option as we are not
offering this service.

In addition to scheduling IRS E-file and E-deliver filing on the page you also review the cost, because you
are part of the “TEAM BSA 1099” the fees are covered by the National Service Center.

€ VIEW ALL PAYERS

Millenium Salvage Inc.

1.Payer 2. Add Recipient - 3. Forms Summary RESFEE 5 Mail 6. Download Import Data

Neither 1096 nor W-3 are required when you e-file.

E-fileto IRS @ Schedule e-file date ary Total
MISC (with box 7) 2017.01-19 | {recommended) 1
MISC 2017-0314 {recommended) 3

* $13.96
E-deliver to Recipients Schadulo e-defivery date ary Total
MISC 2017-01-02  (recommandad) 3 Free
Postal Mail to Recipients Madling method Qry Total
MISC Print & mail yoursaif 1 $1.49

© Weo mail for you

Total: $15.45
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The E- Delivery looks like this sample. This is an IRS approved method for sending out the forms. A
recipient will get this email and need to click on the “Retrieve your 1099-MISC” button.

le Ecw

Cligk hare 10 erable desktop notifications for Track 1005 com Mall. Learn more Higl

- o [:) | | B A Marn 10l 8,267
1099-MISC from Santa Claus Inc. e Baw
WS 1090 & W2 S021 AM {13 minctis ago)

Dwer Dormar Hondeers, Serms Cans Inc. tus mawed an RS hem 1000 AMMSE Sory,

RS 1000 & W2 1024 AM (10 menten syl
Dwaw Cotrerl Haniome:

NS 1099 & W-2 “noosptyIe 090 menis-ams ooms 1034 AM (0 rrertas 2g0) Q.o
p (188  prancer -

- Dwiwr Pranger Resndesr,

jencts (7) Sarda Claus e n--m-uelkwmmmchpuummmmmtm‘m,uﬁsww.

eatus (1 You may retrieve your form efectronically by cicking on the tre button below Doing so gives Santa Claus ina. 9 recond of o-celvery. which & mguied by the IRS
Urtlass you reguest £ you will nof tecebn & faper copry In B mad

Retriave Your 1088-MISC

To vabcialn pour ey, pou® he sehind 10 aoter the el 4 digits of pour Tux 10 nuerder

By dicieng on the sacure Ink, you give permission © Sants Cleus Inc. and Track 1050 LLE 10 defiver your 1085-MISC alectromcatly for tax year 2016 You ey
efuse o wiharam pour consent by emaling Ieo@irech 1199 cum. Pease nolude the neme of the company, Sasta Claus Inc, your name. last & of your SBN or EIN,
your fidl maling adcrees and a request or papec A paper copy Wil Ban be maded 1o yeu,

s Sorm mury lock @ Btke aferant from (he usuel 10S0ANEC, Bul s 0 scoeptutie subntiuie scconding 1 RS P 1179

Your 1056 MST wil reman svasadio via the secum Ink untd October 10, 2016 at which hme it wil become inaccossitie

You mary upsate your ink by ing motrack 100 com. Masse nchade the company neme. Sants Caes Inc., your reme, and the et 4 of your SSN or
EN

I ordier 10 0ocess the document, you witl hoed & sutable compuUior connected %2 De Imamet. running an intomet trowser Ml soppors 256 it 851 encrypson that
- wthe to verw HTNL peges s conniond § i e

Snceroly,
The Team al Track 1098
e gk 1099 com

R | B

The link will take the recipient to a link shown below, branded with your councils’ name and they will
need to verify who they are with the last four digits of the SSN or EIN

Santa Claus Inc. ‘oeusc Track1099°
& Securty vt

Varity Your identry Ertier the last 4 numbers of your SSN Santa Claus Inc. has selected Track 1089, an IRS-approved vondcy, (o o-delver
or EIN 1099-MISC forms

" W encrypt Tix 1D enrriers saparately in our database for extrn sscurity
+ Cur cloud securtty procecures are updated continuousty to moet evolving

thmats, We are commitied 10 being best In clase.
Continue
L€ - fite JSEEEERE *! O

Your records in your TRACK1099 Account will show the status of each vendor and their retrieval
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SOl 2018 2014 2013 2012

All Payers

1.Add Payer 2. E-file 3.Mall 4.Download Import Data

Q Aecplerts
Reciplont Racipient
Payer  Dewie Total Forma IRS Status E-Dobtivery Postal Mall CSV  CPA
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