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1.​ Introduction to 1099 Processing 

PeopleSoft enables you to provide the U.S. Internal Revenue Service (IRS) with 

withholding information based on the transactions that occurred during the 

reporting year. 

Accounts payable departments create 1099 forms and electronic files each 

calendar year to report various tax liabilities for suppliers. 

Each College is responsible for tracking its 1099 reportable items, sending reports 

to individual Suppliers, and sending a file to the IRS noting the 1099 reportable 

items and Suppliers. 

SBCTC produce 1099-MISC and 1099-NEC forms to report miscellaneous income 

to the IRS for the following: 

�​ Income earned by non-employees. 

�​ Fees, commissions, rents, or royalties paid. 

�​ Payment for prizes, awards, or legal services 

�​ Medical and health care payments 

 

2.​ Reviewing 1099 Setup 

The first step in 1099 processing each year is completing the setup. Some of the 

setup steps are optional, but they do give insight into the 1099 Processing rules. 

�​ Reviewing the A1 Calendar 

�​ Reviewing Withholding Types 

�​ Reviewing Withholding Codes 

�​ Setting Up/Reviewing Report Control Information 

 

 



 

2.1 Reviewing the A1 Annual Calendar (Optional) 

The A1 Calendar is the calendar the PeopleSoft Financials System uses when 

running the Withholding Report Post application engine process to obtain the 

correct 1099 data. This calendar is created and maintained by SBCTC. 

Navigation: Set Up Financials/Supply Chain > Common definitions > 

Calendars/Schedules > Detail Calendar 

Use the following parameters: 

SetID = WACTC 

Calendar ID = A1 

Fiscal Year = 1099 calendar Year (Current year i.e., 2023) 

 

 

 

 



 

2.2 Reviewing Withholding Types (Optional) 

Withholding Types allow withholding transactions to be categorized by classes. 

The Withholding Types Report lists the Class and Description for each Withholding 

Type. Withholding Types are created and maintained globally under the WACTC 

SetID. 

There are different Withholding Types in the system: 

●​ 1099M: 1099 Miscellaneous 2020  

●​ 1099N: Non-employee Compensation  

●​ 1099G: Certain Government Payments 

●​ 1099I: Interest Income etc. 

●​ 1099: 1099 Withholding (prior to 2020 DNU) 

We are primarily concerned with the 1099M and 1099N Withholding. 

The different Withholding Classes for the 1099M and 1099N are mentioned 

below- 

 

 

 



 

2.3 Reviewing Withholding Codes (Optional) 

Withholding Codes are used to group together entities, types, and jurisdictions. 

You can use Withholding Codes when creating withholding-applicable vouchers. 

By doing so, you speed up data entry and minimize data entry errors. Withholding 

Codes are created and maintained globally under the WACTC SetID. 

 

These Withholding Codes are in action when entering a 1099 Withholding 

Voucher. 

 

2.4 Setting Up/Reviewing Report Control Information (Required) 

1099 Withholding Report Control Information is used to set up transmitter and 

payer information, such as company address, phone numbers and payer numbers, 

Suppliers and business units that will be included in reports, and piggyback states. 

This is something that should be done for each year’s 1099 Processing, even if you 

ran 1099 Processing in PeopleSoft the previous year. 

The QRG link of Setting Up/Reviewing Report Control Information is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1040695-9-2-setting-up-and-re

viewing-report-control-information 

 

Note: AP Manager role is required for setting up Report Control Information. 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1040695-9-2-setting-up-and-reviewing-report-control-information
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1040695-9-2-setting-up-and-reviewing-report-control-information


 

 

 

 

 

 

 



3.​ 1099 Tasks throughout the Year 

Though 1099 processing is an end of year task to be done in January for the 

previous calendar year, you must complete certain processes throughout the year. 

These include entering 1099 Withholding Suppliers, creating 1099 Withholding 

Vouchers, and posting 1099 Withholding Vouchers and Payments. You can also run 

different queries year-round to keep track of your 1099 processing. 

3.1 Entering 1099 Withholding Suppliers 

In order to report Withholding on individuals, you must set each one up in the 

system as a 1099 Withholding Supplier. Withholding information can be added to 

Supplier information at any time, but it is recommended that you add the 

information when adding the Supplier to the system. By identifying the Supplier as 

a 1099 Withholding Supplier, all vouchers that you enter for that Supplier will be 

automatically flagged for withholding reporting. 

The QRG link of Setting Up Withholding Suppliers is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1033684-9-2-creating-or-maint

aining-a-supplier#setup-withholding-suppliers 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1033684-9-2-creating-or-maintaining-a-supplier#setup-withholding-suppliers
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1033684-9-2-creating-or-maintaining-a-supplier#setup-withholding-suppliers


 

 

3.2 Running the CTC_AP_1099_SUPPLIERS Query 

To help monitor your 1099 Suppliers, you can run a query 

“CTC_AP_1099_SUPPLIERS” anytime throughout the year and it will show the list 

of all 1099 applicable Suppliers and their withholding information for your 

location. 

 



3.3 Entering 1099 Withholding Vouchers 

Entering 1099 Withholding Vouchers is something that you will do throughout the 

year. When doing so, you want to ensure that your Supplier is properly set up in 

the system as a 1099 Withholding Supplier. Withholding vouchers are the primary 

means of how the system keeps track of the amounts that are to be reported to 

the IRS each calendar year. 

On the Invoice Information tab, you will enter all information that you would 

normally enter for a voucher. When you are ready to verify or edit the withholding 

information for the voucher, you will select the Withholding link in the header. If 

you do not see the Withholding link, then your Supplier has not been properly set 

up in the system as a Withholding Supplier. Remember, the Supplier needs to be 

flagged as a withholding Supplier and have the withholding information set up for 

them. 

Once you select the Withholding link, the system takes you to the Withholding 

Information page. Much of this information comes from the Supplier. For each 

voucher line, you can edit the withholding information. 

Once you have finished verifying and editing the Withholding information on the 

voucher, you will still need to perform the regular processing that must be 

performed on all vouchers, including budget checking and posting etc. 

 



 

 

 

3.4 Posting Payments from 1099 Vouchers 

After creating and processing vouchers with 1099 withholding amounts, it is also 

necessary for you to post the payments from these vouchers before completing 

any additional 1099 processing. By posting the payments, the system updates 

Supplier account balances and creates balanced accounting entries for all 

payment-related transactions. 

The QRG link of Posting Payments in batch is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/794693-9-2-posting-payments 

 

 

 

 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/794693-9-2-posting-payments


3.5 Running the CTC_AP_1099_SUPPLIERS_VCHRS Query 

To help monitor your 1099 Vouchers, you can run a query 

“QFS_AP_1099_SUPPLIERS_VCHRS” anytime throughout the year, and this query 

will identify suppliers with 1099 applicable vouchers. 

Review the Vouchers with 1099 Flag filed, vouchers marked “Y” are set up for 

1099 processing. Vouchers marked “N” are not set up for 1099 processing. If 

vouchers flagged “N” should be “Y,” then it requires adjustments or corrections. 

 

 

 

 

 

 

 



4.​ Post Withholdings 

This process combines the voucher and payment information in the withholding 

transaction tables. The system then uses these tables to generate the Withholding 

reports. Before running this process, all payments must be posted. 

The QRG link of running Post Withholdings Process is below- 

https://ctclinkreferencecenter.ctclink.us/m/72571/l/929040-9-2-run-withholding-

post-process

 

 

 

 

 

 

 

 

 

https://ctclinkreferencecenter.ctclink.us/m/72571/l/929040-9-2-run-withholding-post-process
https://ctclinkreferencecenter.ctclink.us/m/72571/l/929040-9-2-run-withholding-post-process


 

5.​ Review 1099 Items 

After posting withholdings, there are many tools available to you to review 1099 

items. We will discuss how to use each one and what information it provides. 

5.1 Vouchers by Supplier 

You can use the “Vouchers by Supplier” page to view all the Supplier withholding 

transactions by Voucher. For example, you want to review all vouchers that were 

marked as “Withholding” for specific Supplier.  

The QRG link to review Vouchers by Supplier is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1037109-9-2-supplier-withhol

ding-transactions-by-voucher 

 

 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1037109-9-2-supplier-withholding-transactions-by-voucher
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1037109-9-2-supplier-withholding-transactions-by-voucher


5.2 Withholding Payments 

Another review page you can use is the “Withhold Payment Inquiry” page. This 

page enables you to review all payments and associated vouchers made to 

withholding entities by Supplier. Unlike using the Vouchers by Supplier review, the 

Withholding Payments review allows you to search for a range of Suppliers at one 

time. 

The QRG link to review Withholding Payments, is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1095899-9-2-withhold-payme

nt-inquiry 

 

 

 

 

 

 

 

 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1095899-9-2-withhold-payment-inquiry
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1095899-9-2-withhold-payment-inquiry


5.3 Supplier Balance by Class 

Another review tool is reviewing 1099 Supplier Balances by Class. This allows you 

to review Supplier total withholding transactions by class over a specified period. 

Based on the payment start and end dates, the system will total the payments per 

Withholding Class for the Supplier selected. 

Remember, withholding class indicates the reason for 1099 withholding, such as 

“Non-Employee Compensation”. 

The QRG link to review Supplier Balance by Class is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1492198-9-2-withholding-supp

lier-balance-by-class 

 

 

 

 

 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1492198-9-2-withholding-supplier-balance-by-class
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1492198-9-2-withholding-supplier-balance-by-class


5.4 Withholding Balance by Supplier 

Another review tool is reviewing Withholding balance by Supplier. This allows you 

to review total withholding transaction for the Supplier. There are three types of 

Transaction: 

�​ Original             Transaction generated by Post Withhold Process 

�​ Override           Original Entry changed by user. 

�​ Legacy               Entry added by User/Update Withholding Transaction 

Note: This page is also used for Manual Withholding Adjustment which is 

covered in the next section. 

The QRG link to review Withholding Balance by Supplier is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1094804-9-2-withholding-bala

nce-by-supplier 

 

 

 

 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1094804-9-2-withholding-balance-by-supplier
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1094804-9-2-withholding-balance-by-supplier


5.5 Withholding Balance for All Suppliers 

You can use the CTC_AP_1099_ALL_WITHD_BALANCE query for a list of all 

Withholding balances for all Suppliers by Business Unit and Payment date. 

 

 

 

 

 

 

 

 

 

 

 



5.6 Withholding Mismatch Report 

The Withholding Mismatch report (APX9010) enables to you identify voucher lines 

on which the withholding applicable flag does not match the withholding flag on 

the supplier. 

The QRG link to run Withholding Mismatch Report is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/965146-9-2-withholding-mism

atch-report 

 

 

 

 

 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/965146-9-2-withholding-mismatch-report
http://ctclinkreferencecenter.ctclink.us/m/72571/l/965146-9-2-withholding-mismatch-report


6.​ Corrections and Adjustments of 1099 Items 

After completing a review of the 1099 items, you may have found that some items 

needed adjusting. As we mentioned in the previous chapter, for transactions to be 

reported, both the Supplier and Voucher need to be marked as Withholding. 

There are a couple of different ways to make adjustment. 

�​ Withholding Supplier Update 

�​ Withholding Invoice Line Update 

�​ Manual Adjustment 

 

6.1 Withholding Supplier Update 

The Withholding Supplier Update process is used to change Withholding 

applicability, entity, type, jurisdiction, and/or class. When you use this type of 

update, the system will apply the update to all vouchers for that Supplier. After 

completing the update, you must run the Withholding Update Process (refer to 

section 6.3). 

The QRG link to run Withholding Supplier Update process is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1084293-9-2-withholding-supp

lier-update 

Example: 

Ran Mismatch Report for one of the BU. 

Supplier#46750 is set up for Withholding but it’s voucher#7961 withholding is set 

as “N”. 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1084293-9-2-withholding-supplier-update
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1084293-9-2-withholding-supplier-update


If we want to update the voucher withholding to be “Y” then do Withholding 

Supplier Update.

 

Run the Withholding update process as well. Once the process is completed 

successfully, run Mismatch report again (refer to section 5.6). 

Supplier #46750 will be removed from the report. 

 



You can also verify this on the Vouchers by Supplier page (refer to section 5.1). By 

looking for the Supplier#46750 withholding vouchers and voucher#7961 will show 

up. 

 

 

6.2 Withholding Invoice Line Update 

The Withholding Invoice Line Update process can be used to update withholding 

information for a withholding Supplier at an invoice line level. In other words, if 

you only need to change a particular voucher or voucher line, you can do so. You 

can change the withholding applicability, entity, type, and jurisdiction per voucher 

line. Just like the Withholding Supplier Update, when you are finished, you will 

need to run the Withholding Update Process (refer to section 6.3). 

The QRG link to run Withholding Invoice Line Update process is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/965094-9-2-withholding-invoic

e-line-update 

 

 

 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/965094-9-2-withholding-invoice-line-update
http://ctclinkreferencecenter.ctclink.us/m/72571/l/965094-9-2-withholding-invoice-line-update


Example: 

In the Mismatch report there are 2 vouchers for Supplier#49412 whose 

withholding is marked as “N”. 

And we want to update only voucher#8242 Withholding Flag from “N” to “Y”. 

 

For this we will do Withholding Invoice Line Update. 

Voucher#8242 current withholding is not checked and there is no withholding 

information for this voucher. 

 

 



Update withholding for voucher#8242 and save the page. 

 

On the New Withhold Details tab, the status is “Pending database Update”. 

 

Run Withhold Update Process (refer to section 6.3). 

Once the process is completed successfully, the status will be “Database Updated”. 

 

 



 

Run the Mismatch report again (refer to section 5.6). 

Voucher#8242 will be removed from the report. 

 

You can also verify this on the Vouchers by Supplier page (refer to section 5.1). By 

looking for the Supplier#49412 withholding vouchers and voucher#8242 will show 

up. 

 



 

 

6.3 Running Withholding Update Process 

The Update Withholdings process must be run after making changes using either 

the Withholding Supplier Update Process or the Withholding Invoice Line Update 

Process. The Update Withholdings process is also known as AP_WTHD_UPDT. By 

running this process, the system updates the withholding transactions that you 

adjusted and updates the underlying voucher tables as well. 

The QRG link to run Withholding Update process is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1110240-9-2-running-1099-wh

-update-process 

 

 

 

 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1110240-9-2-running-1099-wh-update-process
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1110240-9-2-running-1099-wh-update-process


6.4 Manual Adjustments (Adjusting Withholding) 

You can adjust withholding manually if necessary. This process is for manually 

adjusting posted withholding transactions by Supplier or adding withholding 

entries from a legacy or third-party system. 

Whenever possible, we advise you to make your adjustments through 

“Withholding Supplier Update” or “Withholding Invoice Line Update”. These types 

of adjustments update the underlying Withholding tables, unlike the manual 

adjustments. 

The QRG link to run Withholding Manual Adjustments process is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1110216-9-2-1099-wh-manual

-adjustments 

 

Example: 

The Legacy converted withholding balance of Supplier#54627 is not correct. The 

withholding amount is $1960 but the correct amount is $2000. 

In this case we will do Manual Adjustment. 

Search the specific supplier in Withhold Adjustments page. 

 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1110216-9-2-1099-wh-manual-adjustments
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1110216-9-2-1099-wh-manual-adjustments


 

 

Add the adjustment line in the Main Information tab. 

 

On the Transaction information tab, adjust the amount. By Adding or Subtracting 

the amount to update the total. 



 

 

Give the adjustment reason on Adjustment Reason tab. 

 

Run Query “CTC_AP_1099_ALL_WITHD_BALANCE” to check the Supplier 1099 

balance. The manual adjustment will show up. 

 

 



6.5 After Completing Adjustments 

After you have finished making all necessary adjustments, you need to again 

review your 1099 items, as you did above section 5. You will review, make 

corrections, and then re-review until all necessary updates and corrections have 

been made. 

 

Note: There is 1099 Patch Update for 2023 which is scheduled to deploy in 

Production on 12/14/2023. 

 

 

7.​ Running Withholding Report Post and Producing 1099 Copy B Reports 

After all adjustments have been made and you have reviewed your 1099 items 

again to ensure no more corrections are needed, you can proceed with running 

the process Withhold 1099 Report Job. 

This job performs both the Withhold 1099 Report Post process (1099_RPT_PST) 

and the Generate Withholding Reports process (AP_APY1099). The 1099 Report 

Post application engine process populates the Withholding 1099 Table by 

extracting data from the Withhold Transaction table and inserting it into the 

Withholding 1099 Table. The “Generates Withholding Reports” process creates a 

flat file for the IRS and populates the “Withholding to Send” and “Copy B” tables. 

The system then uses the data to create a file for the tax entity, or IRS, and forms 

for the Suppliers. The system also uses the data to process corrections. 

The QRG link to run Withholding Report Post & Copy B Reports is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1095963-9-2-running-withhold

ing-report-post-producing-1099-copy-b-reports 

 

Example: 

Run Control Set up- 

 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/1095963-9-2-running-withholding-report-post-producing-1099-copy-b-reports
http://ctclinkreferencecenter.ctclink.us/m/72571/l/1095963-9-2-running-withholding-report-post-producing-1099-copy-b-reports


 

 

 

 

Note: Only one IRS file generated if “All” is selected. 

Note: If there are manual adjustments done then check box of “Include Manual 

Overrides” to reflect on 1099 Forms. 

Note: Type of File/Return is selected as “Original/Corrections” to see the data in 

Send Detail Report. 



Select the APX1099N.pdf to verify the 1099N forms of Supplier and 

APX1099CT.pdf for 1099M forms. 

 

 

 

 

 

 

 

 

 

 

 



Select AP_APY1099 link to get the IRS_001 file and save it in secure location. 

 

 



 

 

It is highly recommended that you review the 1099 Copy B forms prior to printing 

them. You can compare the forms to the 1099 Withholding to Send Detail Report 

(see next section), which prints in Supplier ID order. You also need to compare the 

number of 1099 Copy B forms printed with the number shown in the IRS_001.TXT 

file as part of the finalization process. 

 

 

 

 

 

 

 

 



Sample Form 1099_NEC 

 

 

 

 

 

 

 



Sample Form 1099_MISC 

 

 

 

 

 

 



 

8.​ 1099 Withhold to Send Detail Report 

Once you have generated Withholding Reports, you can then review all 1099 

reportable transactions before producing the final reports. 

The 1099 Withhold to Send Detail Report lists all the information created by the 

1099 reporting process and is a replica of the data in the file that you are sending 

to the IRS. 

The QRG link to run Withholding Report Post & Copy B Reports is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/929037-9-2-1099-withhold-to-

send-detail-report 

 

 

Once the process is completed successfully, go to Report Manager and Click on 

APX8056.pdf link. 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/929037-9-2-1099-withhold-to-send-detail-report
http://ctclinkreferencecenter.ctclink.us/m/72571/l/929037-9-2-1099-withhold-to-send-detail-report


 

Report will look like this. 

 

 

 

 



 

 

9.​ Completing 1099 Processing for the Year 

Once you have mailed your Copy B reports, you can then send your IRS files to the 

IRS. In addition, you will need to run the Withholding Sent File process. 

9.1 Sending the IRS_001. TXT File 

When you are ready to send your IRS file, you will need to send it electronically to 

the IRS. For detailed instructions on sending this file, refer to IRS Publication 1220. 

You can find this publication on the IRS website: 

http://www.irs.gov/pub/irs-pdf/p1220.pdf. You can also find more detailed 

information from the IRS at http://www.irs.gov/instructions/i1099gi/index.html. 

The due date for IRS Electronic Filing of 1099s for is posted on the IRS.gov website 

at https://www.irs.gov/instructions/i1099gi . This electronic filing is done through 

the IRS FIRE site, https://fire.irs.gov/. 

 

9.2 Running the WTHD_SENT Process 

The final step in the entire 1099 process is to run the WTHD_SNT Process, which is 

the Withholding Sent File. This application engine process finalizes the 1099 

reporting and file creation process. 

Note: Do not run this process until you have sent your file to the IRS and 

received confirmation of successful transmission. The system uses this 

information when creating correction or replacement files. 

The QRG link to run WTHD_SNT process is below- 

http://ctclinkreferencecenter.ctclink.us/m/72571/l/929037-9-2-1099-withhold-to-

send-detail-report 

Once your process has successfully completed and is posted, you have officially 

completed your 1099 processing for the year. 

http://www.irs.gov/pub/irs-pdf/p1220.pdf
http://www.irs.gov/instructions/i1099gi/index.html
https://www.irs.gov/instructions/i1099gi
https://fire.irs.gov/
http://ctclinkreferencecenter.ctclink.us/m/72571/l/929037-9-2-1099-withhold-to-send-detail-report
http://ctclinkreferencecenter.ctclink.us/m/72571/l/929037-9-2-1099-withhold-to-send-detail-report


 

Note: If any due date falls on a Saturday, Sunday, or legal holiday, the return or 

statement is considered timely if filed or furnished on the next business day. 

 


