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Getting Started

To run the necessary queries, you will need access to Query Manager In
PeopleSoft.

The queries should be saved into Excel, and you will be working on
them from Excel.

To look up vouchers listed on the queries, you will need access to
documents in Fortis- so it's important they are scanned.

You will also need access to the W9s received from vendors. These
are needed so that you can verify

. the tax id number,

- the vendor name for withholding purposes, &

- what type of business the vendor is

since you will likely need to add withholding info to a vendor and you
need a W9 in order to do that.

ound January 7 for the previous year.

oughout the year, the auditor should only be 1-2 months behind the
ocessors, but less is better!




What is expected from Accounts Payable

¢ Accounts Payable should be running reports and auditing

vouchers throughout the year. The reports are:
Awards/Honorariums (non-employee)
Consultants
Corporate vendors
Legal services/fees
Non-1099 vendors with reportable transactions keyed
Other services
Patient Care
Rentals

Royalties

¢+ Accounts Payable should also run a duplicate SSN/TIN report.
Duplicate vendors should be identified and ‘closed’ or remitted to the
other vendor. Reportable payments split between two or more vendors
should be identified and Taylor in Tax Services should be notified.

+ Vendor maintenance of the withholding information (i.e. withholding
address, codes, and vendor name) throughout the year is critical. See
the table of queries for the list of reports to help keep vendor’s
withholding info maintained.




What is expected from Accounts Payable

Processors should be mindful of the following voucher and
vendor attributes:

- Vendor address, name and TIN changes that require changes to the
vendor master.

- The remit address on the invoice or paperwork has an exact match
on the vendor master.

- The vendor location has a corresponding 1099 code for the
payment location when recording a reportable transaction.

- Each transaction for a withholding vendor must be evaluated for

1099 coding. All 1099 coding for non-reportable vouchers should
be removed.




Table of queries to run

Use the query names listed, and find the account
spond to the transaction types

Transaction Type

Query to Use

Query Description

Awards/Honorariums
(non-employee)

JD_WITHHOLDING_MN

Finds all vouchers keyed by account number in a specified date
range.

Consultants

JD.WITHHOLDING_MN

Finds all vouchers keyed by account number in a specified date
range.

Corporate vendors

JD_CORP_VNDR_WTHD._MN

Finds all Corporate vendors:marked for withholding that have
transactions keyed (need to be audited to be sure only medical
and legal services are'marked as withholding.for CORPS.).

Legal services/fees

JD_WITHHOLDING_MN

Finds all vouchers keyed by account number in a specified date
range.

Non-1099 vendors with
reportabletransactions
keyed

JD.WH_VCHR NON_WH_VNDR_MN

Finds all vouchers keyed where they voucher is marked as
withholding but:the vendor-is not marked for withholding.

Other services

JD_WITHHOLDING_MN

Finds all vouchers keyed by account number in a specified date
range.

Patient Care

JD_WITHHOLDING_MN

Finds all vouchers keyed by account number.in a specified date
range.

Rentals JD_WITHHOLDING MN Finds all vouchers keyed by account number in a specified date
range.
Royalties JD. WITHHOLDING MN Finds all'vouchers keyed by account number in a specified date

range.

L

Misc. Queries

Query to Use

Query Description

Duplicate SSN/TIN

JD_DUPL_TINS

Finds all vendors with the same taxpayer id numbers.

Verify vendor Tax ID

JD_TIN_MISMATCH_VNDR_WTHD_MN

Finds vendors that have one tax id on the Identifying
Information tab, and another on the 1099 tab.




Table of vendor

the vendor maintenance queries require the Set ID and calendar year to be put

to run

Vendor Maintenance Queries

Query to Use

Query Description

Verify withholding name

JD_VERIFY_WTHD_NAME_MK3

Finds all vendors with reportable transactions keyed in
current year, and identifies what their ‘withholding’
name is. If there is apayment alternate on the address,
it will override the name on the vendor.

Verify withholding address

JD_WTHD_ADDR_VERIFICATION_MK

Finds all vendors with reportable transactions keyed.in
current year, and identifies what their ‘withholding’
address is:

Verify withholding-address
changes

JD_WTHD_ADDR CHANGES_MK

Finds all vendors that have had their ‘withholding’
address updated in any calendar year.

Printable version of table of queries




Main Menu
Click a link to navigate the site.

U of U Applications Purchasing

Vendors

Requ ]
Dcurement Contracts

Purchase Orders

Analyze Procurement

Set Up Financials/Supply Chain

Vendor Setup/Maintenance
Withholdings

AP Applications
GL Applications
1A Applications
3 Wore..

Accounts Payable General L edger

Vouchers Install
Control Groups Business Unit Related
Payments Common Definitions

Product Related

4 Wore.. General Reporis

Navigating to Query Manager in

Main Menu gO to @ Reporting Tools

-+ From

Reporting Tools @Peog\ﬂnols My Personalizations
)\v- Run, create, and manage queries and nVision Ie Enhance, deploy, and extend PeopleSoft and non- Personalize options such as locale, tab details,
reports. PeopleSoft applications. save wamings, efc.
=] Report Manager Process Scheduler
Query EDI Manager

\

Main Menu =
7
Run, create, and manage queries and n\izion reports.

Report Manager Query

Review report list. Extract information using visual

Reporting Tools

zentations of your PS database.

= Query Manager

-+ From Reporting tools, click on

=] Query Manager

Query Viewer
Query Manager

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

Find an Existing Query | Create New Query

*Search By: | Query Name [V] begins with

Search | Advanced Search

1

This is what the main query screen
looks like, and where you will type in
the name of the query you need.




Query Information

There are several queries that need to be run in
PeopleSoft and downloaded into MS Excel.

Each query has criteria you input when they are run-
such as the business unit, dates, and acct numbers.

® N o O BB W D

The queries are named:

JD
JD
JD
JD
JD
JD
JD
JD

WITHHOLDING MN

CORP_VNDR WTHD MN
WH_VCHR NON WH VNDR MN
DUPL_TINS

TIN MISMATCH VNDR WTHD MN
VERIFY WTHD NAME MK3
WTHD_ADDR_VERIFICATION MK
WTHD_ADDR_CHANGES MK




Query Information

JD_WITHHOLDING_MN J

This query is the main query used for the internal audit procedures.

This query finds all vouchers keyed in a date range, within a range of account
numbers.

Accounting dates (beg. & end) and account numbers needed, as well as your
business unit (one BU will work but you may enter up to 5).

Once the query results are saved to Excel, sort it by vendor number, then by
withholding class, and then by accounting date. The data will be in vendor
number order, with each vendor arranged by how the vouchers are marked as
reportable, in order of date.




Query Information

JD_WITHHOLDING_MN J

Query Manager

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

+ From ‘Query Manager’ type in ramcme | st
the query name and h|t enter. Search By: | Query Name ¥ BEamE W | JD_WITHHOLDING_WMN

Search | Advanced Search

Query Manager

¢ The system will search for the e o 10 e o s
query by the name you entered. .3

*Search By: | query Name «| beginswith | JD_WITHHOLDING_MN

Select ‘Excel’ so you can save =~ ==l
the file into Excel.

*Folder View: | — All Folders —

Select Query Name Descr

¥l JD_WITHHOLDING_MN Find all reportable vouchers Public dit HTMC Excel Schedule

Find an Existing Query | Create New Query

¢ NEXt, yOU W||| be directed {0 the JD_WITHHOLDING_MN - Find all reportable vouchers
query Crlterla. Begin Acct Num:

= Enter the account number rasecttm:
ranges needed, and the e .
accounting dates. Also enter e
the business units needed in it -2
Unit 1-5. Click ‘View Results’. unit -3

o When the dialog box opens

Unit - 5:

select ‘save’ to save the file.




Query Information

JD_CORP_VNDR_WTHD_MN J

+ This query finds all corporate vendors with federal taxpayer id numbers
(TIN’s not SSN’s) set-up for withholding that have reportable
transactions.

+ Only vendors providing medical or legal services/fees should be marked
as withholding for corporations.

+ The criteria for this query are the beginning and ending accounting
dates, and the Set ID.

+ Once the query results are saved to Excel, sort it by vendor number, then
by withholding class, and then by accounting date. The data will be in
vendor number order, with each vendor arranged by how the vouchers
are marked as reportable, in order of date.

JD_CORP_VNDR_WTHD_MN - Corp vndr marked as WH

Enter the begin Actg Date::
Enter the End Acctg Date:;
Vendor SetiD:

View Results




Query Informatior

JD_WH_VCHR_NON_WH_VNDR_MN J

If a 1099 code
eeds to be
addee.lo a

Finds all vouchers keyed where the voucher is marked as Vhe;feogmg,
withholding, where the vendor is not. cannot add
Save the query into Excel, sort by vendor number, then by withholding to a
withholding class, and then by accounting date. VERCORWITIOHE
_ L verification of
Look at each transaction carefully to determine if it is a their tax id
reportable transaction. number and
1. If the vouchers are not reportable, update the voucher by name, etc.
removing withholding from the vouchers. OR
2. The voucher is reportable. o~
-~ -
. Voucher payments are recorded by vendor location & the ’|.'
withholding defaults are set-up by location. J /\

Mark the voucher for withholding, and repair the 1099
code for the voucher location if necessary.

JD_WH_VCHR_NON_WH_VNDR_MN - 1099 Vchr - Non WH Vendor 3

S
Begin Acctg Date: a' %) ;-‘ ‘

End Acctg Date:

: Z<L
Unit - 1:
Unit - 2;
Unit - 3: \
Unit - 4: @ \
Unit - 5:
View Results -

>




Query Information

JD_DUPL_TINS ]

JD_DUPL_TINS - Find vndr wi/dupl tin

YEAR:
SetlD;

This query finds vendors that have the same
tax id as another vendor in the system and

View Resufs_| have vouchers keyed within the vea

Input the veaw and  seto:

Once you have run the query and saved it into Excel, it
does not need to be sorted, though you may wish to
format and rearrange the order of columns according to
your preference.

On the left columns you have the vendor’s information
and as you proceed to the columns on the right, it shows
the duplicate vendor’s information as well. See AP
Expectations for what should be done with the duplicate
vendors.




Query Information

JD_TIN_MISMATCH_VNDR_WTHD_MN

JD_TIN_MISMATCH_VNDR_WTHD_MN - Find vendor tin mismatch

Begin Acctg Date:
End Acctg Date;
Vendor SetlD: QL

Wiew Resulis |

Finds vendors that have one tax id on the Identifying
Information tab, and another on the 1099 tab.

- This could mean that one place has had the taxpayer id updated
within the vendor and the other has not. Or, it could be that the
taxpayer id number is incorrect by only a digit or two in one area,
and correct in the other.

Each discrepancy requires research.
- Look for a form W9 in Fortis.

- Review current vendor invoices or correspondence.




Query Information

JD_VERIFY_WTHD_NAME_MK3 J

JD_VERIFY_WTHD_NAME_MK3 - Verify withholding name

YEAR:
SetlD;

Wiew Results |

Finds all vendors with reportable transactions recorded in the
selected year, and identifies what their ‘withholding’ name is.
This query will also show payment alternate names for the
voucher addresses.

Enter the v== and sew: -- sort the query within Excel
as desired.

Review the vendor’s most current form W9 to determine the
correct withholding name.

Please contact either Maria (581.5492) or Clint (581.5759) in
Accounts Payable to modify a withholding name.




S

Query Information AR

JD_WTHD_ADDR_VERFICATION_MKJ

JD_WTHD_ADDR_VERIFICATION_MK - Verify withholding address

YEAR:
Vendor SetlD: Q

YWiew Results |

Finds all vendors with reportable transactions keyed in the
current year, and displays their ‘withholding’ address (located on
the 1099 tab under vendor information )

This is a quick way to scan through the vendors marked as
withholding and look at the address type and what the
withholding address is. It should be compared to what is on the
W9 and audited for accuracy.

Sort the query in Excel as desired.
Contact Maria for vendor maintenance help.




Query Information

JD_WTHD_ADDR_CHANGES_MK J

JD_WTHD_ADDR_CHANGES_MK - Find withholding addr changes

Vendor SetlD: QL

View Results |

Finds all vendors that have had their ‘withholding’ address
updated in the current year.

Input the Set ID and save to Excel. Sort as desired

The 1099 reporting information address # on the = 1% " tab is
the address PeopleSoft uses to prepare the IRS Form 1099.
Make sure the address is accurate and current.

The address description under the adress  tab should be either
‘WITHHOLDING’ or ‘WH’. If it is not then investigate the vendor
further and audit for accuracy.

The 1099 reporting address for reportable vendors should be
verified.




Finding errors & what to look for

You will be working from the various queries and looking up the
back-up documents in Fortis. Therefore, all the documents you need
must be scanned in order to complete the audit.

Check for inconsistencies within vendors (i.e. all payments to a
particular vendor are not 1099’d except for one, and vice versa).

Be sure to cover the account number ranges for:
Awards/Honorariums
Consulting
Corporations
Legal services
Non-1099 vendors with reportable transactions
Other services (all types)
Patient care
Rentals (all types)
Royalties

Vendors that are not reportable and have no recorded reportable
transactions keyed can be eliminated, it is not necessary to look
through those transactions.




Maria Mielsen Accounts Fayable Dept
Irbermial Suditor B015#1 5402
Fax: 501565645

1099 Aydit Reporing Vear, 2007

Supervisory followsup for

Processor Rrd & Last Manne u)00o00 | Audit period: 01.0107-05,/20407 | Dater 05222007

Motes from previous audit i any):

EITOr Summiany:
vodr # | Vendor Name Ermor Made: Cormected whr Comment s
2082 Futh's Diner 109r'd purchase of food o116z
SA6s vzl Aynn Faid wrong vendar 01416847 Camached.
TEESS Spsten LLC Didr't 1099 an 07 CO0007 13526
151590 | katie Hoower Didrt 1099 an 07 01L3E15
01 LGS
Additional, Motes
Processor Signatune Date
AUditor signatue Date
FUPEME0r Signature Date

s

The example to the left is a log sheet
for tracking errors, but you may use
whatever format you feel is
necessary.

Set up a MS Word document for
each processor in the department
and keep a log of all errors found by
processor.

This file is used for documenting the
errors made by each person, what
types of errors they’re making, when
the errors were made, and when
they were brought to their attention.

You may wish to print a copy of the
documentation to keep with the log
of errors.



There are two places in PeopleSoft for repairing withholding information:

Update Voucher Line Withholdings
Withholding Adjustment

Vouchers are fixed by vendor number, and can have the withholding
added or removed, and the 1099 code changed if necessary (Update
Voucher Line Withholdings).

If a 1099 code is to be added or changed on a voucher, the vendor must
be set-up with the corresponding 1099 information.

The voucher number is required to correct a voucher. Look for it once
inside the vendor’s 1099 information.

You may also correct the reportable dollar amount on a voucher by
completing a Withholding Adjustment.

See the following slides to view in PeopleSoft how to adjust withholding
transactions on a particular vendor.

nt: It is helpful to have a printout of the back-up
cumentation and any personal notes handy




Update Voucher Line Withholding

Vendors

Vendor Setup/Maintenance Withholdings

Vendor Information 5|
Conversations
Duplicate Vendor Report

Post Withholdings

hholding Adjustment
Period Accumulation Adjustment

hholding Sent File
Create Reporting Information
hholding Report
hhold Control Report
hholding Report Information
Vouchers by Vendor
vendor Balances by Class
Period Accumulation Log

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

| Find an Existing Value {_Add a New Value |,

hd Vioucher/Vendor Mismatch

Search by: | Vendor SetID :
Search | Advanced Search

Find an Existing Value | Add a New Yalue

From

Withholdings

Vendors CliCK On
and then = Update Vehr Line Withholdings

¢ Click on Advanced Search

u

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

| Find an Existing Value {__Add a New Value |,

Vendor SetID:

«—

Q

Vendor ID: begins with _
Vendor Location:| begins with
Vendor Name 1: | begins with '

[ case sensitive

Search Clear | pasic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

then click __sexen_|

——4

_—+ Enter the Set ID and the vendor number,



L N R

Curr WiH

WiH

Current Withholding Details
*New

Type
1098
1098
1098
1098
1098

" New Withhold Details

Customize | Find | View All | S
~—

Jurisdiction

FED
FED
FED
FED
FED

Withholding
Class

07
07
07
07
07

Business Unit Voucher

01
01
01
01
01

01368342
01370923
01370924
01370925
01370926

ine Invoice Payment Date

1 0126441IN 01/09/2007
1 0125931IN  0117/2007
1 0123963IN 011772007
1 0124653IN 0117/2007
10125293IN 0117/2007

First 4] 1.50r43 O | ast

Amount

110.000
103.000
93.000
98.000

¢ Enter the business unit, start
date, and end date. Click search

- HINT: You can use January 01
of the current year as the start
date and today’s date as the
end date.

- Or, you may want to restrict
the time span to smaller
increments if you are working
on a vendor with many
reportable transactions.

—¢ Click on ‘View All’ to display
‘all’ transactions one they are
displayed on the screen.

103.000




This voucher has
been coded for
withholding.

/This voucher is not
marked for 1099
reporting.

» To add the 1099 to a vendor, type ‘Y’ in the New W/H box, “1099’ in
the Type box, ‘FED’ in the Jurisdiction box, & the 1099 code in the
inthholding Class box. You can search for a 1099 code by clicking
the .

'll)'o remove a 1099 code from a voucher, type ‘N’ in the New W/H
OX.




¢ Click ®s=<| when the work is done.

+ Awarning box reminding you to run Post Withholdings will appear, click OK.
C“Ck £, Return to S-earu:hl







From Withholding Adjustment, you can adjust the reportable
amount of a voucher. For example, a vendor was paid a
total of $1,000 with $800 for a guest lecture fee and $200 for
reimbursed expenses. If the whole amount of $1,000 was
marked as reportable on the voucher, you can adjust the
amount to be $800 from the Withholding Adjustment screen.




Vendors

Vendor Setup/Maintenance

=l Wendor Information

=l Conversations

Withholding Adjustment

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

{ Find an Existing Value '

Vendor Set ID:
Vendor ID:

= |

Duplicate Vendor Report

=] Withholding Adjustment

=| Update Ven:

Withholding A

Withholdings

Post Withholdings

Uld AdUETTE
dor Withholdings

Ypdate Vendor yWithholdings

=| Update Vchr Line Withholdings

=| Update Withholdings

=| Withhold 10 eport

=| 1059 to Send Detail

=| Print 1089 Copy B

ion Log

=] Vendor Balances
=] Period Accumulati

ithholding Sent File

eate Reporting Information
ithholding Report

ithhold Control Report
ithholding Report Information

values.

From vendors click on Withholdings
and then = winhoiing Aiustment

o Enter the Set ID and the vendor number and
CIiCk Search

beaqins with v

Vendor Location:| begins with v

F/

Search Clear | Basic Search Save Search Criteria

Adjustments

Vendor: UMV 0000000800 000001 PRIMARY CHILDREDN: AL CENTER
Unit:

Entity:

Start Date:

Adjustments
Main Information

Legacy

G, Type:

Jurisdiction:

End Date:

Customize | Find | View All | -

Search

First [4] 1 of 1 [ Last

*Jurisdiction *Class *Rule

Q Q

a

Q

= [=

__#» Enter the desired business unit and date
ranges needed, then click _ seamn

- HINT: You can use January 01 of the current year as
the start date and today’s date as the end date. You
may want to restrict the time span to smaller
increments if you are working on a vendor with many
reportable transactions.




{ Adjustments

Withholding Adjustment

Vendor: UNIV 0000000600 000001 PRIMARY CHILDREN'S MEDICAL CENTER

Unit: 01 &}
Entity: Q Type: Q,  Jurisdiction: QL Class: Q
Start Date: 01/01/2007 |[# End Date: 10/01/2007 |[#

Suelaactmonds Susicinze | Find | View All | i

Main Information '{ Transaction Info Payment Information

First ] 14 of52 I Last

93.220 0.000 0.000| 01/04/2007

410.310 0.000 0.000| 011172007
509.870 0.000 0.000| 017222007
77.040 0.000 0.000| 01/25/2007

B save | L\ Return to Search | [=] Notify |

i

{ Adjustments

Basis Amt Liability Amt Paid Amount Payment Date nmnm\‘

01/04/2007 (3] =]
01M1/2007 |[3) =
012212007 |[z1) =
01/25/2007 |[3) =

Vendor:  UNIV 0000000600 000001 PRIMARY CHILDRENS MEDICAL CENTER

Unit: o1 aQ

Entity: QL Type: Q. Jurisdiction: 2, Class:

Start Date: 01/01/2007 |[3] End Date: 10/01/2007 |[5]
Adjustments Customize | Find | View All | ]

Main Information e Transaction Info Payment Information

Bank SetiD Bank Code Bank Acbum—mrmryfunenq Posted Date
U

ALL FsB AP Check 1695691 usD 03/06/2007
ALL F3B AP Check 1705493 sD 03/06/2007
ALL FSB AP Check 1710527 uUsD 03/06/2007
ALL FsB AP Check 1712106 usD 0310672007

E save | &4 Return to Search | [=] Notify |

A

Search

First 14 of52 I Last

EINE
& =]
&=
&=

Be sure to click on ‘View A
all the transactions are
displayed once you have the
transactions pulled up.

Notice the tabs along the top of
Adjustments window.

Click on the / Paymentinformaton | taby
to view the check numbers.
This will help you to verify
which payment to adjust.

Go back to the 1 transactioninio * tab
to adjust the payment.



Withholding Adjustment

{ Adjustments

Vendor: UNIV 0000000600 000001 PRIMARY CHILDREN'S MEDICAL CENTER

From the i trensactioninfo * {aby select

the transaction needing repair

enety: Q e [ ] duiscction] ] Gl and enter the amount that

StartDate: 010112007 [5)  EndDate: | 10/01/200L6 __ searcn_| nQEdS to be reported in the
‘Basis Amt’ box. Click = s=-

0.000 0.000] 01/04/2007 01/04/2007 a‘ [+ [-] ¢ You do not need to enter any
410310 0.000 0.000| 01112007 o1M1zo07 B [# [= amounts In the other boxes.

Unit: 01 Q

Customize | Find | View All | : First [4] 14or52 B | ast

Basis Amt
93.220

509.870 0.000 0.000) 01/22/2007 01/22/2007 |[= [=]
77.040 0.000 0.000| 01/25/2007 01/25/2007 |[= [=]
&) Save | 2\ Return to Search | [=] Motify | //




Withholding Adjustment

e

4

+ You may also need to add a line to

adjust the amount of withholding.
To do so, click on the [+] symbol
where you need to insert a line.

A new blank line will appear below
the insert position.
Change the payment date on the
new line to the date the payment

was made. The declaration date
will update accordingly.

Fill in the amount to be reported in
the Basis Amt box.

Go back to the

tab.




Withholding Adjustment

Fill in the 1099 information on the
|/ Main Information \?tab,

- Notice that the line information
is blank, and the description is
entitled ‘Legacy’ instead of
‘Original’.

¢ Enter:

. the desired business unit,

- ‘IRS’ under Entity

- ‘1099’ under Type

- ‘FED’ under Jurisdiction

- the appropriate class under
Class.

¢ The ‘Class’ is where the IRS 1099
code belongs. All the other fields
will always be the same.







Updating Withholdings

Vendors

Click on |/ Vendors then Withholdinas ‘thar) [ Update Withholdings

Click on _s===_| . You will see a list of Run Controls for
your ulD.

Select the Run Control ID for updating withholdings
(Click on ‘Add a New Value’ if one does not already
exist).

Vendor Setup/Maintenance Withholdings

=l Wendor Information

Post Withholdings

Enter any infarmation you have ang/d

{ Updt Wthd Rgst

Run Control ID:  Updtwihd Report Manager Process Monitor

Run

*Request ID: LUPDTWTHD Update Voucher Withholding

*Process Frequency:| AlWays Process [v]

*Process Option: Process All Updates v

Once you have selected the Run Control, a new screen
will open, click _~=_| . The settings that appear are
taken from how the Run Control was set-up.




Updating Withholdings

Process Scheduler Request 1 I Run
_+ Once you've clicked on |
User ID: 10533329 M y

o A —— new page for process scheduler Request

i Y e gt ,m|/ will appear. Make sure that you

Tmeone = have selected the appropriate

Seecthesemten o PecemlagsTpocemioe loe  fomel  Daiior ‘Server Name’ before clicking OK.
o Otherwise the process will not

run.

oK Cancel

: .
Updtwina Rast ) # Click on process Monitor
Run Control ID:  UpdtWthd Report Manager ProcessMonitorM

Process Instance: 970667

*Request ID: UFPDTWTHD Update Voucher Withholding
*Process Frequency: Always Process v
*Process Option: Process All Updates v

\

[ Froce T\ S 70 Once inside the Process Monitor,

- _ / click until the Run Status
User ID: U0533329 O, Type: |¥| Last: 1| |Days  |+| Refresh

Q. e w says ‘Success’ & the Distribution
e o] o Status says ‘Posted’.

Process List Customize | Find | View All | i First 1] 1-2 of 2 I Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status w Details

970667 Application Engine AP_WTHD_UPDT U0533329 10M15/2007 12:46:47FPM MDTY Success FPosted Details

I




Vendors

™ o Btdor Mizmatch
Jithholding Adjustment
Period Accumulation Adjustment
Update Vendor Withholdings
Update Wchr Line Withholdings
Update Withholdings

=l Wendor Information
nversations
=] Duplicate Vendor Report

*

Wouchers by Vendor
Vendor Balances b
Period Accumulationfo

Post Withholdings

Enter any information you have and glick Search. Leave fields blank for gAist of all values.

_|r Find an Existing Value id a MewValue

PostWihd English
QUICKA English
QUICKZ English
QUICKS English
QUICKSE English
QUICKE English
QUICKT English
QUICKE English
QUICKS English
STIPEN English
TELCOM English
TRAVEL English
UV English
Updtthd English

= [ 5
Posting Withholdings
Click on Vendorsthen Withholdings
Vendor Setup/Maintenance Withholdings i=] Post Withholdings

=

Click on === |. You will see a list of Run
Controls for your ulD.

Select the Run Control ID for posting
withholdings

- To add a new run control, visit Setting up Run
Control ID’s in the Appendix.

{ g Post

Run Control ID:  Postivthd

Run

Report Manager ~ Process Monitor

*Request ID: POSTWTHD | pescription: \Post Withholding Adjustments
*Process Frequency:| AlWays Frocess ™

“Post Option: Post by Business Unit ™

*Through Date:

Business Units

First 4 1.2 012 [ Last

nize | Find | View All | BB

Include “BuUSINESS  poseriptio

Unit
02 |@  upETsity Hospital =
[, 03 2 University Neuro Institute =

Once you have selected the Run Control, a new
screen will open. Enter today’s date, then click

Run



Posting Withholdings

Process Scheduler Request

User ID: u0533329 Run Control ID: Postwihd

v Run Date: 10M15/2007 [#]
Run Time: 11:10:10AM

Server Name: PSUNX

Resetto Current Date/Time

Recurrence:
Time Zone: Q

Select Description Process Name Proce: *Type *Format Distribution
Withholding Posting AP_WTHD pplication Engine | Web v TXT v Distribution

OK Cancel

Withholding Post

Run Control ID:  PostiWthd Report Manager  Process Monitor G

szl

*Request ID: POSTWTHD Description: |Post Withholding Adjustments

*Process Frequency: Always Process hd

*Post Option: Post by Business Unit e

*Through Date:
Business Units Customize | Find | View All | ] First [4] 1-2 of 2 [ Last
Include usiness  pescription
02 @, University Hospital FH =
03 @, University Meuro Institute E|

B save | LU Return to Search ‘ +E] Previous in List | 4= Next in List | Motify |

v

[/ Process List ' SemverList |,

User ID: |U0533329 QL Type: V Last: 1| | Days v Refresh
Server: V Name: C, Instance: to

Run ~| Distribution | [¥] save On Refresh
Status: —— Status T

Process List

Customize | Find | Vizw A

Process User Run Date/Time Run Status Distribution Details
Name Status

970607 Application Engine AP_WTHD U0533329 10/15/2007 11:10:10AM MD Success Fosted Details

B

Select Instance Seq. Process Type

~_# Once you've clicked on
new page for process scheduler Request
will appear. Make sure that you
have selected the appropriate
‘Server Name' before clicking OK.
Otherwise the process will not
run.

Click on  Ppracess wonitor

Once inside the Process Monitor,
click until the Run Status

says ‘Success’ & the Distribution
Status says ‘Posted’.




Contact info for audit
& 1099 Questions

* Kelly Peterson 581.6699
kelly.peterson@admin.utah.edu ‘

» Taylor Salaz 581.5414
taylor.salaz@admin.utah.edu

4

* Maria Nielsen 581.4990 ‘
Maria.Nielsen@admin.utah.edu
* Clint Rasmussen 581.5759

g Clint Rasmussen@utah.edu
74
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Appendix

Flowchart for Reporting Withholdings

Supplementary information for: ‘
- Setting up run controls

- PeopleSoft vendor screenshots

- looking up vendors in PeopleSoft

- Vouchers on the web




Flowchart for Reporting Withholdings

Printable version of flowchart

Report Withholdings
L . X Review vendor withholding
djust & Post Withholdings transactions by class
—| —
Create withholdi t
Vendor Balances by Class reate withnolding repor
Update current Create
; ; p ! Withholding Report
Post
withholding totals W|thhold-|ng s Review vendor withholding
for manual calculation withholding Decide if transactions by voucher Decide if
transactions N report _| information you need y R you need Review posted withholding
d d to id vouch by Vend g to... balances online & make
Period Withhold Post review... Withd V our:: 7{/5 é’ eMn_ or tch b adjustments to the
Accumulation Calculation Withholdings DUCBIEAAENEIT WMISTIEET (98 withholding transactions
Adjustment Report Review transaction log used in Withholding Adi
period based withholding lidnineliEnyig ) Justm_e-m
> — Update Vchr Withholdings
Period Accumulation Log Upd_ate Vchr Line
Withholdings
Update Withholdings
A
Authority Information
Create withholding reports
Post withholding Print Report if Send withholding Review withholding report
information Withhold Control Report needed file information if needed
»  Create Reporting Information > > >
Withholding 1099 Withhold 1099 Report Post Print 1099 Withholding Sent Withholding Report Indormation
Report Post Withhold 1099 Report Copy B File Report Control Information
\ Withhold Report by Class




Setting up Run Control ID’s

Before running Update Withholding & Post Withholdings the
first time, you will need to set up a Run Control ID for each
application.

These are the Run Controls you will select when running the
posts for both.

S

LN 400 S UWUAD 0 S YA AL
i ML NEP NED NV T R A A M




Setting up Run Control ID’s

Run Control Instructions for Update Withholding

Update Withholding

__— From Updatewitnholding select the

Run Control ID: | UpdWihd <

/' Find an Existing Value " Add a New Value ﬁ/ :'( Add a New Value \IIL tab.

4 Assign a name for the Run Control ID in

Add

Find an Existing Value | Add a New Value

the box as shown. Click _ ¢ |

{ Updt Wthd Rgst

Fill in the fields as

Run Control ID:  UpdWihd

Report Manager  Process Monitor R

shown.

*Process Frequency:| AlWays Process

*Process Option: Process All Updates

*Request ID: UPDWTHD Update Witholding

A

A

& save g [T Noti [




Setting up Run Control ID’s

Run Control Instructions for Post Withholdings

Post Withholdings

— From PostWithholdings gelect the /' AddaNewValue '\ {ap

+ Assign a name for the Run Control ID in the box as shown.
Run Control ID: | Postwihd ClICk Add

[ Eind an Existing Value | Add a New Value

Add

Find an Existing Value | Add a New Value

| !

W — ¢ Fill in the fields as shown, leaving the

date blank (you will need to fill it in with
the current date when you run the
post).

T — e FFPRIT ¢ Enter the Business Units needed under

*Request ID: POSTWTHD Description: |[Post Withholding Adjustments
*Process Frequency: Always Process v

*Post Option: Fost by Business Unit »

*Through Date:

*Business

Unit Description 1 H H

— e Business Unit’.

S = ¢ Click on the [+]sign to add BU’s as
& sa Eeadd| I needed-

¢ Click & sav|




Search:

[+ My Favorites
[+ U of U Applications
— Vendors
= Vendar
Setup/Maintenance
— Conversations
— Duplicate Vendor Repaort
[ Withholdings
[+ Purchasing
[ Accounts Payable
[ General Ledger
[» Set Up Financials/Supply
Chain
[ Reporting Tools
[ PeopleTools
— My Personalizations

Vendor Information

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

[ Find an Existing Value {_Add a New Value |

\

SetiD: = |

Vendor ID: begins with I
Short Vendor Name: begins with_
Our Customer Number:| begins with |
Name 1: begins with_
Vendor TIN: begins with I

v.
v.
v.
v.

W

Correct History [Jcase sensitive

Search Clear | Basic Search Save Search Criteria

N

[ \dentifying Information | Address | Location |~ Comments | Contacts |

1099

'/ Name Change |

SetiD:  UNIV Vendor:
*Name 1:

Hame 2:

*ShortName: PRIMARYCHI

0000000600

PRIMARYCH-001

Delete

Comments Page

Vendor TIN: | 942854057 Entered:
Maintained: 07/16/2007 By: U0533329-VENDOR_STATUS

021712000 By: U0106811

*Classification; SUPPIIEr | Open For Ordering
HR Class: [v]
CIVAT Registration  Details..

*Status: Approved [l

Form W-9

Date W-9 Received:

05/11/2005 |5

*Persistence: | ReQUIar || [V]withholding Approval: 07/16/2007 By: U0533329

[ corporate Vendor

[Cinterunit Vendor

Q
Q

Additional ID Numbers Duplicate Invoice Settings ~ Government Classifications

& Save | 4=\ Return to Search | [=] Notify | 13 Refresh |

B e

5td Industry Codes

[ Add

[E# Correct Hiztory

Select the Set ID needed for look up

Enter the vendor number in Vendor
ID

You can also search for the vendor
name under Name 1

Use the Vendor TIN field to look up
vendors by tax id.

Once you have a vendor pulled up,
you can see the information
contained in the vendor record.

Notice the tabs located along the
top.
You can access different panels of

Information contained within each
tab.



BasiePeopIeSoft

| Identifying Information  Address | Locaion } Comments | Contacls 1099

SetlD: UNIV
Vendor Address

'/ Mame Change

Vendor: 0000000600 PRIMARY CHILDREN'S MEDICAL CENTER

Find | View All

Fust [ 10f76 I L ast

Add: 1 Descr: |O/R-TYLER HOOPES =
Address Detail Find [View Al First 4] 1 o4 [ Last
Effective Date: |071/01/2003 5 status: | Active " Alternate Name: =
Country: USA QU United States
Address 1: ATTN: TYLER HOOPES, ACCOUNTING
Address 2: 100 N MEDICAL DR - DEPT 825
Address 3:

4

City: SALT LAKE CITY
County: "

State: ut % Utah

o

PaymentAWithholding Alternate Mames  Telephone...
& save | LA Return to Search | [=] Motify | Refresh | [E Add | | [&# Correct History

Identifying Information | Address | Location | Comments | Contacts | 1099 | Mame Change

| Identifying Information | Address | Location Y Comments | Contacts | 1099

'/ Name Change |

SetlD: UNIV
Vendor Location

Vendor: 0000000600 PRIMARY CHILDREN'S MEDICAL CENTER

First [4] 1 0f1 [v] Last

== | @

Find | View Al
Default

*Location: |000001 Uparade

Descr:

Location Detail Find [View Al First ] 4 of 4[] Last
Eff Date: |01/01/2001 |[] | Active [v] F[=
Vendor 0000000600 *Location: |000001 Q @ Default O Specify Q
Vendor: 0000000600 Location: 000001 *Addressi 11|\ O/R-MEDICAL STAFF
Vendor: Location: 000001 Addrase: 61 R_JONELL MURRAY
*Vendor 0000000600 |© =g ocation: |000001 L «pddress: °/“* O/R-ACCTNG DEPT
*Vendor: 0000000600 | Location: 000001 *Addressi 11|\ O/R-MEDICAL STAFF
Go To: Bank Accounts EFT Options Matching Payment Options §HProcurement Options TVQ_tions
Sales/Use Tax Options Self-Billed Invoice Info VAT Options ~ Withholding Setup | --MOre-- A

_—J

From the /adaaress  tab you can

see the different addresses for
the vendor.

You can also access the
PaymentWithholding Alternate Names for eaCh

address and telephone numbers
associated with the vendor’s
addresses.

From the’ == " tab you can
view the remitting vendor # and
address for the vendor, and
access the Fmeroeiens gnd the

Frocurement Options




/ ldentifying Information | Address | Location | Comments ' Contacts |

1099 Y Name Change |

SetiD: HOSP Vendor: 214668 OWENS & MINOR

Location: 000001 Description:  Upgrade

Find | View All

First [1] 1 of 1 [ Last

First 4] 10f1 Last

Effective Date: 01/01/1900 Status A COMMENTS
RECEIVED EMAIL CONFIRMATION THAT KRISTINE BRITTON NO LONGER NEEDS TO BE LISTED AS A CONTACT FOR

ACH PAYMENTS; INACTIVATED CONTACT LOC. 2

From: “Mallory, Victoria® <Victoria.Mallory@owens-minor.com=

To:  <AP@admin.utah edu=
Date:  10/16/2006 8:46 AM
Subject RE: payment reference

Find | View All

Flease remove me from your distribution list for check remittance advise. They should continue being sentto the AR
Research & Adjustment address, however, | am no longer directly working with the cash application team.

Thanks

Victoria 5. Mallory

O&M Senior Financial Analyst

Home Office/Treasury - OMS

Phone: 804-723-7541 & 7467 Fax: 888-325-3163
9420 Lockwood Blvd. Mechanicsville, VA. 23116
victoria.mallory@owens-minor.com

u

| Identifying Information | Address | Location | Comments | Contacts 1

SetiD: HOSF Vendor: 214668 OWENS & MINOR

Vendor Contact

Contact: 3

Description: ACH Remittance Recipient

1099 ) Name Change

Find | View All

Find | View All

First Kl 2016 O | ast

First 1] 10of1 ] Last
FH[E=

Eff Date: 010612005 | status: |Acive  [v|  Telephone.

Contact Name: Janet Stern Type: v

Title: Mnar AR Research/adjustment Center

URL: http:ii Open URL

Description:

kmailln: janetstern@owens-minor.com I
Address: & Address

B

The ' “™™" tab is designed so that you
may type comments on the vendor
record that may be useful later.

It can be used to explain a new tax id
number or for other misc. comments.

The  conacts 1y tab is used primarily for
storing ACH/Direct Deposit contact info.
This is where the PeopleSoft looks to
get the email address for the recipients.

You may store other important contact
info here as well, just be sure the
Description is not ‘ACH’.



Basic PeopleSoft vendor scree

Pra——— ¢ From the = “tab you can view t
T ——— A withholding info on the vendor (if any),
, and see what 1099 codes the vendor is
R set-up for.
R o b + This is also where withholding info is
T T added to the vendor record when
2 Lo e . withholding applies.

Here’s how the 1099 tab looks when
there’s withholding info.

Notice where the 1099 code and the
taxpayer id (TIN) type and number
appear.

+ Also notice where you may select a
‘withholding’ address.

& save ‘ 4L Return to Search | [=1 Notify | %, Refresh ‘ s Add [ Correct History |




Looking up vendors in PeopleSo

Uﬁnancials

TEN——

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

[ Find an Existing Value “{_ Add a New Value |

— Vendor Information

Short Vendor Name: begins with |+

Our Customer Number: begins with | v
[» Set Up Financials/Supply

6 0P PP

[ correct History []case Sensitive

Search Clear | pasicSearch IS Save Search Criteria

To look up a vendor by name in PeopleSoft, certain search
criteria are used in order to return the proper results.

If you are searching for a vendor by name, PeopleSoft uses
the % symbol as a way to find names without having to type
in the complete name. PeopleSoft views the % as a search

tool and will search for results that contain everything after
a % symbol.

Using this search format also allows you to find similar
names, so you may select the correct one. It also allows you
to use a portion of a name to view options if you don’t know
exactly how a vendor name appears in PeopleSoft. For
example, using %MI%JONES allows you to see ALL of the
following results because it returns all results containing
both ‘MI’ and ‘JONES’:

« ALLEN MICHAEL JONES
- MICHAEL JONES

- MICHAEL P JONES

- MIKE C JONES

- MIKE JONES

¢ Depending on how many results a particular search returns,

you may want to narrow the search.




Vendor Information

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

/ Find an Existing Value { Add a New Value

SetlD: =[] UNIV
Vendor ID:
Short Vendor Name:
Our Customer N umber:

Name 1: begins with SelUTYUMNIV

Vendor TIN:

egins win ]

[Clcorrect History [ ] Case Sensitive

Search | Clear |Elasic search B Save Search Criteria

Search Results

Looking up vendors in PeopleSoft

1-29 of 29

SetiDVendor ID  Short Viendor Name Our Customer Number Name 1

Vendor TIN

UNIV 0000139683 BUTLERUNIV-001 (blank)

UNIV 0000130632 CENTRALCOMN-001 (blank)
UNIV 00000273581 ERAU-001 (blank)
UNIV 0000121876 GOERGIASOU-001 (blank)
UMV 00007110643 INSTITUTFU-002  (blank)
LMY 0000075217 INSTITUTKMA-001  (blank)
UNIV 0000022798 NOVASOUTHE-001 (blank)
UNIV 0000010988 RUTGERSUNI-00Z (blank)
UNIV 0000000974 RUTGERSUNI-001 (blank)
UNIV 0000128537 SD3U-001 (blank)
UNIV 0000089754 SVLYUMITAR-001  (blank)

BUTLER UNIVERSITY COLLEGE OF PHARNM (blank)
CENTRAL COMMECTICUT STATE UNIVERSITY 061303381
EMBRY-RIDDLE AEROMNAUTICAL UNIVERSITY 890936101
GEORGIA SOUTHERMN LUNIVERSITY 586002059
INSTITUT FUR MATERIALPHYSIC UNIVERSITAT FOREIGM
INSTITUT MATERIALPHYSIK UNIVERSITATWIEM {blank)
NOVA SOUTHEASTERN UNIVERSITY 591954366
RUTGERS UNIVERSITY 226001086
RUTGERS UNIVERSITY SEE 109881 0C 2 3 226001086
SOUTH DAKOTA STATE UMIVERSITY 466000364
SOUTH WALLEY UNITARIAN UNIVERSALIST 50C 2870423521




Looking up vouchers on the web

\ 4
Graduate Tuition Benefit Repart
Oeparment Tilon Authoralon
REPORTS Department Tuition Authorization Report
Endowment Maret Report Print A Students 1098T
Financial Information Library
Management Faworts Student Course Evaluations = I
Information
| TRansacTion bETAIL searc | Timelable
Instructions
Purchase Orderg Email to Students
UPAY Credit CangDetail Web Demo
Vouchers I Setup

+ Since the voucher number prints on the query, you may
need to pull that voucher information up to get the check
number, remit address, or other information.

¢+ To pull up the Voucher & Payment search screen, log in to
the CIS, and click on the employee tab.

¢ Scroll down to ‘Financial & Business Services’ and under
Transaction Detail Search, select VOUCHERS.

¢ A new voucher and payment search window opens.




Looking up vouchers on the web

¢ Enter the business unit.

¢ Enter the voucher number
in the field, and click
‘Search’.

+ You may also search by
vendor number, check
number, or document
number, and any of the
other available fields.




Looking up vouchers on the wer

4+ Once the voucher
number is entered, you
can view the payment
info for the voucher.

¢ You can see:

the remit to address

number, the check

number & date, & the
} handling code.

- the line amounts and
if they are marked as
w/h or not.
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Questions?
Comments?

www.ap.admin.utah.edu
ap@admin.utah.edu

Accounts Payable

201 S. President’s Circle, Rm 145
Salt Lake City, UT 84112

Phone: 801.581.6976 Fax: 801.585.6443



http://www.ap.admin.utah.edu/�
mailto:ap@admin.utah.edu�

Table of Queries to Run for 1099 Audit

Transaction Type Query to Use Query Description

Awards/Honorariums JD_WITHHOLDING_MN Finds all vouchers keyed by account number in a specified date range.
(non-employee)

Consultants JD_WITHHOLDING_MN Finds all vouchers keyed by account number in a specified date range.

Corporate vendors JD_CORP_VNDR_WTHD_MN Finds all Corporate vendors marked for withholding that have transactions keyed
(need to be audited to be sure only medical and legal services are marked as
withholding for CORPS.).

Legal services/fees JD_WITHHOLDING_MN Finds all vouchers keyed by account number in a specified date range.
Non-1099 vendors with JD_WH_VCHR_NON_WH_VNDR_MN Finds all vouchers keyed where they voucher is marked as withholding but the vendor
reportable transactions keyed is not marked for withholding.
Other services JD_WITHHOLDING_MN Finds all vouchers keyed by account number in a specified date range.
Patient Care JD_WITHHOLDING_MN Finds all vouchers keyed by account number in a specified date range.
Rentals JD_WITHHOLDING_MN Finds all vouchers keyed by account number in a specified date range.
Royalties JD_WITHHOLDING_MN Finds all vouchers keyed by account number in a specified date range.
Misc. Queries Query to Use Query Description
Duplicate SSN/TIN JD_DUPL_TINS Finds all vendors with the same taxpayer id numbers.
Verify vendor Tax ID JD_TIN_MISMATCH_VNDR_WTHD_MN Finds vendors that have one tax id on the Identifying Information tab, and another on
the 1099 tab.

Vendor Maintenance Queries Query to Use Query Description

Verify withholding name JD_VERIFY_WTHD_NAME_MK3 Finds all vendors with reportable transactions keyed in current year, and identifies

what their ‘withholding’ name is. If there is a payment alternate on the address, it will
override the name on the vendor.

Verify withholding address JD_WTHD_ADDR_VERIFICATION_MK Finds all vendors with reportable transactions keyed in current year, and identifies
what their ‘withholding’ address is.

Verify withholding address JD_WTHD_ADDR_CHANGES_MK Finds all vendors that have had their ‘withholding’ address updated in any calendar year
changes




Report Withholdings

Adjust & Post Withholdings

Update current
withholding totals
for manual
transactions

Period
Accumulation
Adjustment

A 4

Create
withholding Post
calculation withholding
report _| information
Withhold Post
Calculation Withholdings
Report

Decide if
you need
to
review...

Review vendor withholding
transactions by class

Vendor Balances by Class

Review vendor withholding
transactions by voucher

Vouchers by Vendor
Wthd Voucher/Vendor Mismatch by

Review transaction log used in
period based withholding

Period Accumulation Log

Y

Decide if
you need

Create withholding report

Withholding Report

to...

Review posted withholding
balances online & make
adjustments to the
withholding transactions

Withholding Adjustment
Update Vchr Withholdings
Update Vchr Line
Withholdings
Update Withholdings

Prepare Tax Authority Information

information

Report Post

Post withholding

Create withholding reports

Withhold Control Report

Withholding 1099

\ 4

Create Reporting Information
Withhold 1099 Report Post
Withhold 1099 Report
Withhold Report by Class

\ 4

Print Report if
needed file

Print 1099
Copy B File

Send withholding

\ 4

Withholding Sent

\ 4

Review withholding report
information if needed

Withholding Report Indormation
Report Control Information
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