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1099 Verification Timeline

November 21, 2025 — 1099 Workshop
November 2025 — SCOE IT Install Frontline ERP Tax Updates
December 2025 — District Generates Vendor 1099 List for 2025
December 2025 — Review vendors setup and 1099s
December 18, 2025 — Last AP Production Due by noon

> District Re-Generates 1099 list after AP Submission
January 5, 2026 — Verification Reports due to SCOE

(Submit Verification Reports by 4:30 pm to SCOE
Business Services: |sarsfield@scoe.org, jliu@scoe.org,
tpham@scoe.org and carend @scoe.org )

YV V V V

A\

> VERIFICATION REPORTS
o 1099 Checklist
o RegPay07 Vendor 1099 Log
o RegPay16 Vendor 1099 Detail
»  **Both Checklist and Final Reports must be signed by CBO**

» January 6-16, 2026 - SCOE Business Services Review

» January 26-28, 2026 — 1099s printed

» January 30, 2026 — 1099s are mailed by SCOE Business Services
» January 31, 2026 — Electronic File submitted by SCOE IT

After SCOE has generated the 1099 file,

PEMI%} NO new data can be added to 1099 Form
e o4

by the LEAs. Please contact Christy Arend
and Jing Liu for adjustments.

’
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Section 1 — 1099 Basic Concepts

Independent Contractor vs. Employee

In determining whether the person providing service is an employee or an independent
contractor, all information that provides evidence of the degree of control and independence
must be considered.

Before you can determine how to treat payments you make for services, you must first
know the business relationship that exists between the LEA and the person performing the
services. Perthe IRS, The general rule is that an individual is an independent contractor if
the payer has the right to control or direct only the result of the work, not what will be done
and how it will be done. Districts should consider all evidence of the degree of control and
independence in the employer/worker relationship. Whether a worker is an independent
contractor or employee depends on the facts in each situation.

The Great Debate

ICs Employee

* Worker doesn't receive * Worker is trained and given
special training instructions

* Worker makes their own * Worker has a set schedule
schedule * Worker has an ongoing

¢ Worker provides their own contract with company
tools and equipment * Worker may sign a non-

¢ Worker can contract with compete
any company, any time * Worker has insurance,

worker's comp, and social
security paid by company

The IRS and State of California assume that a worker is an employee unless proven
otherwise.

e Education Code has defined many employees’ positions
o Education Code Sections 45100-45139/88000-88040 defines what constitutes
Classified service.
o Education Code Sections 44830-44929/87400-87488 defines Certificated service
positions.

1
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https://www.irs.gov/newsroom/employee-or-independent-contractor-know-the-rules
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IRS Independent Contractor Determination

The IRS follows the Common Law Rules for determination. To determine whether an
individual is an employee or an independent contractor under the common-law, the
relationship of the worker and the business must be examined. In any employee-independent
contractor determination, all information that provides evidence of the degree of control and
the degree of independence must be considered.

Behavioral Company has control or has the right to control what the worker does
and how the worker does their job
Financial Are the business aspects of the worker’s job controlled by the payer?

(These include things like how the worker is paid, whether expenses
are reimbursed, who provides the tools/supplies, etc.)
Type of Are there written contracts or employee type benefits (example:
Relationship pension plan, insurance, vacation pay, etc.)? Will the relationship
continue and is the work performed a key aspect of the business?

The IRS has Form SS-8 — Determination of Worker Status for Purposes of Federal Employee
Taxes and Income Tax Withholding to help employers determine the status of their workers.

ss_s OMB. No. 1545-0004
ow Determination of Worker Status for Purposes For IRS Use Only:
PV, Do 20y of Federal Employment Taxes and .

D G TRy Income Tax Withholding Eartiest Receipt Date:
Intemal Revenue Service: Go to www.irs.gov/FormSS8 for instructions and the latest informat tion.

Disclosure of Information

The information provided on Form SS-8 may be disclosed to the firm, worker, or payer named below to assist the IRS in the determination process.
For example, if you are a worker, we may disclose the information you provide on Form SS-5 to the fim or payer named beiow. The information can
only be disclosed to assist with the determination process. See Privacy Act and Papenwork Recuction Act Notice In the separate Instructions for more
information. I you do not want this information disclosed to other parties, do not file Form SS-8.

IMPORTANT THINGS YOU SHOULD KNOW Y

« The Form $$-8 must be fully If you provide i we may not be able to process
your request.

« All questions in Parts | through IV must be explained with clear concise answers.
« Part V must be completed if the worker provides a service directly to customers or is a salesperson

« If you cannot answer a question, enter “Unknown" or “Does not apply.”

« If you need more space for a question, attach another sheet with the part and question number clearly identified. Write
your firm's name (or worker's name) and employer identification number (or social security number) at the top of each
additional sheet attached to this form.

* You MUST Include coples of the Forms W-2, 1099-MISC, and/or 1099-NEC for each year you are contesting. See Instructions.

Name of firm for person) for whom the worker performed sarvices Worker's name

Firm's malling adcress (incuds Street address, apt. or sults no., oty state, and ZIP code) | Worker's maling address includs sreat address, apL o SUte na., Gy, stats, and 21P code)

Trade name Worker's Gayime telephons numbsr Worker's altermate teisphone number
Farm's fax number Fim's website Worker's fax number Workar's social security number
Firm's telephons number (include area code) | Firm's empioyer Worker's empoer Wy

Note: If the worker is paid for services performed for a business or individual not listed above, enter the name, address, and taxpayer identification number
of that business/individual who paid the worker, If known. Explain the relationship between the firm and the business/individual who paid the worker.

IRS Publication 15-A — Employers Supplemental Tax Guide is also an excellent resource for
determination guidelines.

https://www.irs.gov/publications/p15a

1
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California Independent Contractor Determination

Assembly Bill (AB) 5, replaces the common law test with the ABC test to determine whether a
worker is an employee or independent contractor in California. Effective January 1, 2020,
hiring entities are required to classify workers as employees unless they meet all three
conditions of the ABC test.

AB 5 protects workers and law-abiding businesses in California, When

w H A T working people are misclassified, they lose out on essantial worker
protections like paid family and sick leave, unemployment insurance,

workers' compansation for job-related injuries, and protections against

| S harassment or discrimination. AB 5 aims to stop worker misclassification

that costs California taxpeyers bilions of dollars.

Did you issue a
1099 or W-2 to
your workers?

I do not control or direct the performance P
Can you a or work of the contracted individual m @
demonstrate R —— i
@ individual is performing work outside
that 8" three the usual course of my business, @ @
points of the
ABC Test are c The individual has their own 'B @

independently established business
satisfied? performing this work.

Are you in a contracting
relationship with another business
in the same line of work?

N 0 AB 5 may apply to you.
Visit labor.ca.gov/
employmentstatus/
for more Information.

For more information visit
labor.ca.gov/iemploymentstatus/

For the business-to-business
fact sheet, see reverse side.

This information is not intended as legal advice.

FRONTLINE ERP 2025 1099 REPORTING 5



Frequently asked questions on AB 5:
https://www.labor.ca.gov/employmentstatus/fag/

Special Consideration under Condition B of the ABC test for educational entities. The hiring
entity must establish that the worker performs work that is outside the usual course of its
business. Any services normally provided to the public as part of the scope of the business
could be considered “the usual course of business”. Contracted workers who provide services
in a role comparable to that of an existing employee will likely be viewed as working in the
usual course of the hiring entity’s business.

Some problem areas for educational entities could be:

* Walk on Coaches

* Nurses

* Bus Drivers

* Language Interpreters

* Occupational Therapists

» Speech Therapists

* Licensed Professional Clinical Counselors

» School Tutors

 Outside instructors in the areas of dance, drama, art, etc.

Third Party Vendors

Be cautious when hiring worker(s) through a third-party vendor. While this seems like it
simplifies the independent contractor issues, California Labor Code section 2810.3, covers
businesses contracting for services with a third party, and requires that the companies
contracting for labor need to ensure that the contractors they are hiring follows wage and hour
laws. This could include reviewing the contractor’s pay practices.

FRONTLINE ERP 2025 1099 REPORTING 6
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Hiring CalSTRS and CalPERS Retirees

SPECIAL CONSIDERATIONS WHEN HIRING A RETIREE AS AN INDEPENDENT
CONTRACTOR

e CalPERS retirees should NOT be hired into an established or existing position.

e CalSTRS retirees can be hired into a regular CalSTRS position, CalPERS retirees
cannot be hired into a regular position.

e Retirees cannot be hired within 180 Days of retirement as an Independent Contractor.

e CalSTRS Retirees cannot work in a classified position except, under certain
circumstances as a teacher’s aide, per Ed Code 45134.

e Retirees engaged as a true Independent Contractor are not subject to the Hours
Limitation for CalPERS.

e Best Practice would be to hire them as an employee, when in doubt, to avoid
possible misclassification.

e CalSTRS Earnings Limitation for 2025-2026 is $80,245 and must be reported to
STRS as per Ed Code 22461 no later than 45 days after the end of the pay period.
This is done immediately upon retention of services.

o SCOE requires LEAs to submit the CalSTRS Retiree Earnings Paid Through
Accounts Payable form whenever hiring a CalSTRS retiree as an independent
contractor.

e CalPERS Earnings Limitation for 2025-2026 is 960 hours per Fiscal Year

https://www.calpers.ca.gov/docs/forms-publications/employee-or-independent-
contractor-factsheet.pdf

DONT BREAK

THE RULES
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https://resources.finalsite.net/images/v1736996211/scoeorg/adegvsrtshuqhehztauj/CalSTRS_Retiree_Earnings_Paid_Through_Accounts_Payable_101823_final_2.pdf
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Penalties for Misclassification

Federal Misclassification Penalties

e 1.5% of Wages

e 20% of worker’s SS/Medicare Taxes

e $270 per Form-No W-2 to IRS

e $270 per Form & $1000 fine for not
furnishing employee W-2

¢ Interest on Past-due Deposits

e Civil & Criminal Penalties

California Misclassification Penalties

e Repayment of back payroll taxes including employee and employer
shares, subject to interest and a 10% penalty on the unpaid taxes.

e Failure to withhold and pay California Payroll Taxes can also result in a
fine up to $1,000 for a misdemeanor or sentence to jail for up to one
year, or both willful misclassifications range in penalties from $5,000 to
$55,000 per instance.

e Labor Code section 226.8 provides that employers can be liable for civil
penalties of $5,000 to $15,000 for each violation of “willful
misclassification” of employees as independent contractors.

e In addition, if it is found that the employer has a pattern and practice of
misclassifying independent contractors, the penalties can increase to a
minimum of $10,000 to $25,000 per violation.

O O O OOV
/\ CAUTION

VS VIV IV ITVIIFII 4
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Hiring a Foreign and California Nonresident Alien Vendor
See the separate handout titled: “Reporting Foreign and California Nonresident Alien
Vendors Providing Services in California” provided by SCOE Business Services.

Link to documentation

NOTE: LEASs that need to file Foreign 1042-S Forms will need to apply for a separate TCC
(Transmitter Control Code) to electronically file these forms. Electronic filing of Forms 1042-S
will be required if your district/charter has an aggregate of 10 or more Information returns
including 1099’s, 1098’s 1042-s, and W-2’s

LEAs are responsible for filing their own foreign and out of state forms for reporting.

See IRS Publication 1187 for information on electronic filing.

*State Income Tax (SIT) withholding for foreign vendors will require a manual edit to the 1099
before printing (instructions on page 45)

Wire Transfers
See the separate handout titled: “Wire Transfer Procedures for LEA” provided by SCOE
Business Services.

Link to Wire Transfer Procedure

Link to Wire Transfer Form

Wire

FRONTLINE ERP 2025 1099 REPORTING 9


https://resources.finalsite.net/images/v1736996330/scoeorg/zqe9ytvzpuogd01cgx3j/Foreign_and_CA_Nonresident_Alien_Vendors_112024.pdf
https://www.irs.gov/pub/irs-pdf/p1187.pdf
https://resources.finalsite.net/images/v1760372542/scoeorg/e1vlqctjzhnh7zkb8jwu/Wire_Transfer_Procedures_for_LEAs_Edit_101325.pdf
https://resources.finalsite.net/images/v1737998452/scoeorg/pec8diq29unmnprxjthr/Wire_request_Revised_01_24_2025-fillable.pdf

Section 2 — Form W-9 Request for Taxpayer Ildentification Number
and Certification

The W-9 — Request for Taxpayer Identification Number and Certification form is an IRS
form that provides information needed to verify vendor status and setup the vendor record in
Frontline ERP. The recommendation is for districts to require a Form W-9 for every vendor
they pay and attach to the Vendor Record in Frontline ERP. W-9 forms are not required to be
obtained each year unless there is a change to the information. Changes may include a name
change, taxpayer Identification number change or a change of the entity type of the vendor.

VYA Request for Taxpayer e rorm e
;;u;ﬁ;::;:j:}mw Identlflcatlon Number and rtlfln:atlon requester. Do not Fo rm W_9
1 Na‘r; of & I:ty\llnd\nuual An entry Is required. F a sole proprietor or disregarded entity. enter the owner's name on line 1. and enter the business/disregarded Req uest for Taxpaye r
Identification Number
and Certification

2 Bumnes: namerdiTegaraed enity name. 7 GRTarEnt oM anave

Exemat payes code if any)

Exemgtion fram Eoreig Tax
i ) Eh narng

g New Form effective March
’ 2024

Pt o e,
e Spacfic it LcBons anpege 5
H

-Revised instructions clarify how the
form should be completed by a
single-member limited liability
company (LLC).

7 Cist accourt E CEoE

m Taxpayer ldentification Mumber (T\N)
Enter your TIN In the appropriats bo.
bachup wnnnolul ng. For indlviduals
resident al
oo, 1t = yon Sy Ko
TN, iater.

Mote: If the account IS In more than one name, see the Instructions for line 1. See also What Name and = R

e e R e T R T - -A new check box (3B) was added for
UnGer Denailies of nenury. | CemTy that Partnerships to disclose if they have

. =l m ol s form = my comrect taxpayer identification number {or | am walting for a number to be Issued to me); and

Ci 5 2 el of 5 Fabre s rEmrs Sl it o AT, o (£t 1B s ot et 1 o any foreign partners, owners, or
beneficiaries

Here | 0% erson oate
i News ine 35 Nas been added 0 tNis TOrm. A fIoWw-Througn emity Is

General In structions ired to COMpiete this line to INCICate that it Nas direct or Indirect

Section rererences are 1o e nterna mevenue Cose uniess cinerwze Torsion BaMRars, GWNErS. OF benenciaris WRen T BraViass te Form V-3

Pre  For the tatest about -
312 o P o8 S i nctracions, S.ch 32 egeia e =

Toiated 1o Fomm W2 and i instructions, such 2¢ lepisiation enas R R S S
e ot S S e s s Tt foreian

Part 1 — Vendor that require a Form 1099 are required to furnish a taxpayer ID#

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the instructions for Part |, later. For other
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a
TIN, later.

Social security number

or
Employer identification number

R

Note: If the account is in more than one name, see the instructions for line 1. See also What Name and
Number To Give the Requester for guidelines on whose number to enter.

Individual/Sole Proprietors

Limited Liability Partnerships (LLPS)

Disregarded Limited Liability Companies

Attorneys

Health and Medical Services including Corporations

Trust and Estates
]

FRONTLINE ERP 2025 1099 REPORTING 10



When is a 1099 Required?

Tax Classification Possible 1099 | SSN | EIN/TIN
Reporting
Individual/Sole Proprietor YES X X
C Corporation NO X
S Corporation NO X
Partnership YES X
Trust/Estate YES X
Exempt NO X
LLC Corporation (C) NO X
LLC S Corporation ( S) NO X
LLC Partnership (P) YES X

1099 Vendor Tips

Minimum Threshold $600 or $10 for Royalties
o $2,000 threshold beginning with payments made January 1, 2026
A 1099 vendor can only have one active SSN or TIN
Vendor can be a Sole Proprietor and not be an Independent Contractor
o In both cases you must have the 1099 field marked: “Yes”
A vendor that supplies you with an SSN must supply their full name
A vendor that supplies you with an EIN/TIN must provide the business name
If a vendor tax classification changes, it's recommended to create a new vendor and
inactivate the old
An Independent Contractor must provide an SSN for EDD Independent Contractor
Reporting requirement
A Partnership must supply one EIN/TIN associated with the business name

An LLC must report as either a “P” for partnership or a “C” for corporation, or an “S” for
S Corporation

(TIN) Matching Process
IRS Publication 2108A

TIN Matching is part of a suite of Internet based pre-filing e-services that allows “authorized payers” the
opportunity to match 1099 payee information against IRS records prior to filing information returns

https://www.irs.gov/tax-professionals/taxpayer-identification-number-tin-matching

1
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W-9 Sole Proprietor Names

. w-g Request for Taxpayer Give form to the

(Rev. March 2024) Identification Number and Certification requester. Do not

Department of the Treasury send to the IRS.

Internal Revenue Service

Before you begin. For guidance related to the purpose of Form W-9, see Purpose of Form, below.

1 Name of entity/individual. An entry is required. (For a sole proprietor or disregarded entity, enter the owner’s name on line 1, and enter the business/disregarded
entity’s name on line 2.)

Go to www.irs.gov/FormW9 for instructions and the latest information.

Mary Johnson |
2 Business name/disregarded entity name, if different from above.

Catering by Mary

Line 1 Sole Proprietor Owner name/Vendor on line 1 as shown on tax return
Line 2 Business name if different from the Sole Proprietor Owner name.

A sole proprietor may have an SSN or an EIN. However, they must always furnish their name
on Line 1, regardless of whether they use an SSN or an EIN.

e The IRS prefers you use the SSN if provided
e |If the vendor provides on an EIN, make sure you fill out both lines 1 and 2
+ |IRS will try to make a match to the TIN using the first 4 digits in each line.

Section 3 —=Form 1099-NEC and Form 1099-MISC

Form 1099-NEC
Enacted beginning with filing year 2020 to report nonemployee payments that were previously
reported in Box 7 of Form 1099 Misc.

Examples of 1099-NEC Reportable Payments

e Professional service fees, such as fees to attorneys (including corporations),
accountants, architects, contractors, engineers, etc.

e Payment for services, including payment for parts or materials used to perform the
services if supplying the parts or materials was incidental to providing the service

e Director’s fees and other remuneration

e Prizes and awards for services performed by nonemployees

Exceptions to Reporting Form 1099-NEC

Some payments do not have to be reported on Form 1099-NEC, although they may be taxable
to the recipient. Payments for which a Form 1099-NEC is not required include all of the
following:
e Generally, payments to a corporation (including a limited liability company (LLC) that is
treated as a C or S corporation)
e Payments for merchandise, telegrams, telephone, freight, storage, and similar items

1
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e Payments of rent to real estate agents or property managers. However, the real estate
agent or property manager must use Form 1099-MISC to report the rent paid over to the
property owner. See Regulations sections 1.6041-3(d), 1.6041-1(e)(5), Example 5, and
the instructions for box 1

e Wages paid to employees (report on Form W-2, Wage and Tax Statement)

e Military differential wage payments made to employees while they are on active duty in
the Armed Forces or other uniformed services (report on Form W-2)

e Business travel allowances paid to employees (may be reportable on Form W-2)

e Cost of current life insurance protection (report on Form W-2 or Form 1099-R,
Distributions from Pensions, Annuities, Retirement or Profit-Sharing Plans, IRAS,
Insurance Contracts, etc.)

e Payments to a tax-exempt organization including tax-exempt trusts (IRAs, HSAs, Archer
MSAs, Coverdell ESAs, and ABLE (529A) accounts), the United States, a state, the
District of Columbia, a U.S. possession, or a foreign government.

e Payments made to or for homeowners from the HFA Hardest Hit Fund or similar state
program (report on Form 1098-MA).

e Compensation for injuries or sickness by the Department of Justice as a public safety
officer disability or survivor's benefit, or under a state program that provides benefits for
surviving dependents of a public safety officer who has died as the direct and proximate
result of a personal injury sustained in the line of duty.

e Compensation for wrongful incarceration for any criminal offense for which there was a
conviction under federal or state law. See section 139F, Certain amounts received by
wrongfully incarcerated individuals.

Form 1099-NEC

[ JvolD [ | CORRECTED

PAYER'S name, strect address, city or town, state or province, country, ZIP
or foreign postal code, and telephonea no.

OME Mo. 1545-0118
Form 1099-NEC

{Rev. April 2025)

For calendar year

Nonemployee
Compensation

PAYER'S TIMN

RECIPIENT'S TIN

1 Nonemployes compansation

$

RECIPIENT'S name

Street address (including apt. no.)

City or town, state or provincs, country, and ZIP or foreign postal code

2 Payer mada direct sales totaling $5,000 or mora of
consumer products to recipiant for resale

O

3 Excess golden parachute payments

L]

4 Federal income tax withheld

L]

Copy 1

For State Tax
Department

Account number (see instructions)
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Box 1 — Non-Employee Compensation

Services performed by someone who is not your employee. The minimum threshold is $600
for the calendar year.

Examples:

Services (no Corporation exemption for Medical and Legal)

Customized merchandise/software

Catering

Attorney fees

Training/Speaker Fees

Gift cards for Services

Website programming

Registration fees for conferences and workshops

Unsubstantiated Expense/Travel payments and reimbursements to non-Employees
Software you pay an on-going fee to use through the vendor’s server or the “cloud”

NOTE: School & College Legal Services is EXEMPT from 1099 reporting because they are a
governmental agency.

Box 4 — Federal Income Tax Withheld

Amount withheld back to comply with backup withholding requirements

Box 5-7 — State Tax Withheld

Amount of state income tax withheld

Form 1099-MISC

Examples of 1099-Misc. Reportable Payments

When threshold has been met by a Non-Corporation or Exempt Entity

Threshold of at least $10 in royalties (see the instructions for box 2) or broker
payments in lieu of dividends or tax-exempt interest (see the instructions for box 8).

Threshold of at least $600 in:
o Rents (box 1);
o Prizes and awards (box 3);
o Other income payments (box 3);

o Generally, the cash paid from a notional principal contract to an individual,
partnership, or estate (box 3);

o Any fishing boat proceeds (box 5);
o Medical and health care payments (box 6);
o Crop insurance proceeds (box 9);

1
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o Payments to an attorney (box 10) (see Payments to attorneys, later);
o Section 409A deferrals (box 12); or
o Nonqualified deferred compensation (box 14).

Form 1099-MISC

[]voID [ | CORRECTED
PAYER'S name, street address, city or town, state or province, country, ZIP | 1 Rents OME No. 1545-0115
or foreign postal code, and telephone no.

s Fom 1099-MISC Miscellaneous
2 Royatties [Rev. April 2025) Information
For calendar ysar
$
3 Other income 4 Federal income tax withhald Copy 1
$ $ For State Tax
PAYER'S TIN RECIPIENT'S TIN 5 Fishing boat proceeds 6 Medical and health care Department
payments
$ $
RECIPIENT'S name 7 Payer made direct sales B Substitute payments in lisu

totaling $5,000 or more of of dividends or interast
consumer products to
recipient for resale D $

Street address (including apt. no.) 9 Crop insurance proceeds |10 Gross proceeds paid to an
attormey
$ $
City or town, state or province, country, and ZIP or foreign postal code 11 Fish purchased for resale |12 Section 400A deferrals
$ $
13 FATCA filing | 14 15 Nongualified deferred
requiremeant compensation
- $
Account number (see instructions) 16 State tax withheld 17 State/Payer’s state no. 18 State income
$ $
$ $
Form 1099-MISC (Rev. £-2025) www.irs.gov/Form1099MISC Dapartmant of the Traasury - intamal Revenue Sarvice

Box 1 — Rents

Services performed by someone who is not your employee.

Examples:

+ Payments for real estate rental such as office space, lease of a building, rental of
parking space unless paid directly to a real estate agent

* Rental or lease payments on copiers, computers, construction equipment

+ Some Renewal fees to continue to access Software purchased from a U. S. Non-

Corporation
- Payments for rental of space such as rental of meeting space, motel/hotel rooms

Box 2 — Rovalties

Examples:

« Payments for the right to use intellectual property such as copyrighted items in
performances to the public
» Drama Dept- use of a play
I ——————
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+ Band Dept.- use of music
» Literary rights, publishing, licensing fees or copyrighted material

Box 3 — Other Income

Examples:

» Items not specifically reportable in other boxes

* Reportable legal damages; punitive, non-physical injury, discrimination/defamation
» Settlement agreement awarded attorney fees to claimant

» Fair market value of awards/prizes not for services performed

* Honorariums

» Beneficiary or Estate payment of a deceased employee’s wages

Box 4 — Federal Tax Withheld

* Report all back-up withholding amounts

Box 6 — Medical and Healthcare
No Corporate Exemption

Examples:
Ambulance Services o
- For Profit Hospitals * Rehabilitation Centers
- X-Rays and Lab Services * Therapist.
+ Psychiatrists & Psychologists * Drug Testing
« Payments for Emergency Care Clinics and Physicians * Physicals

Box 10 — Gross Proceeds Paid to an Attorney

No Corporate Exemption

Examples:

« Attorney or law firm named as payees on checks for amounts garnished from a
contractor payment
* Attorney or law firm named as payees on settlement checks

Note: Attorney and Law Firms that perform services for a district are reportable on
Form 1099-NEC in Box 1. SCLS is EXEMPT from 1099 reporting because they are a

Governmental agency.

Box 16, 17 & 18 — State Withholding

«  Amount of State Income Tax Withheld
]
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Section 4 — Backup Withholding
Backup Withholding

Backup withholding is a type of income tax withheld
on specific income types when a payee required to
receive a Form 1099 Misc. fails to provide the payer
with a correct tax payer identification number (TIN).

If backup withholding is required to the IRS, itis
also required to withhold and remit backup
withholding to the state of California.

Backup withholding requires a payer to deduct and withhold 24% for the IRS and 7% for
the State of California.

Must solicit three times for the TIN in order to avoid a penalty

1. Before the first payment is made to the vendor
2. Atthe end of the year if vendor has still failed to provide TIN
3. Atthe end of the 2" year if the vendor still has not provided TIN

Reporting Backup Withholding to the Payee

You must provide vendors with information on the amounts withheld from each check. This
would be reported on Form 1099-Misc, Box 4 or for services paid, report on Form 1099 NEC
Box 4. California backup withholding would be reported using Form 592-B.

https://www.ftb.ca.gov/forms/2024/2024-592-b.pdf

Reporting Backup Withholding to the Agencies

Form 945 is an annual report form, used for reporting all federal backup withholding for the
year. You can e-file this form or send it by mail. If you send by mail, please read the
instructions on where to mail as it differs with and without a payment.

https://www.irs.gov/forms-pubs/about-form-945

Any California backup withholding is reported to the state on annual
form 592.

https://www.ftb.ca.gov/forms/misc/592.pdf?refresh=39610

Please contact Christy Arend or Jing Liu, SCOE Business Services if you need additional
information or refer to the following IRS webpage: https://www.irs.gov/businesses/small-
businesses-self- employed/backup-withholding
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IRS B Notices — CP2100/2100A Notice

When the IRS sends a notice indicating a missing or incorrect payee TIN, the payer is required
to send the payee a form W-9 packet within 15 business days from the date of the notice, or
date of receipt of the notice, whichever is later.

This packet should include a copy of the notice and a blank form W-9. The mailing envelope
should be clearly marked with “Important Tax Information Enclosed”. Send the vendor
packet by certified mail for proof of mailing. Vendor must hand sign (no electronic signatures)
the newly submitted Form W-9.

The payee must correct the TIN information and respond within 15 days. If the TIN information
is not received within 30 days, payers must begin backup withholding at the 24% rate until a
Form W-9 is received.

The payer should cease backup withholding no later than 30 days after the payer furnishes a
completed form W-9 or TIN validation from the IRS/SSA.

If this is the second time a vendor has been on a B-Notice within three years:
e Send the vendor a “Second B-Notice letter”
e Do notsend a Form W-9
o Vendor must provide a letter from IRS for an EIN or Social Security Card if using
an SSN
o Ifthe TIN is an EIN, the payee must validate their TIN by providing an IRS Letter
147c (This needs to be requested from the IRS by the payee)
o If no 147c letter is provided, begin backup withholding no later than 30 business
days after the date on the second notice

Where to Call IRS for help

For questions about backup withholding, information reporting, Forms
1099, or the B notices:

Technical Services Operation Customer Service Section

e Telephone: (866) 455-7438 (Toll Free) (304) 263-8700 (Not Toll
Free)

e Hours 8:30AM to 4:30PM — Monday through Friday — Eastern Time
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IRS Penalty Notice 972CG

When an IRS B Notice is sent, the IRS expects the receiver to follow the B Notice
instructions and make the proper solicitations to the vendors on the listing. The
IRS does not require you to send them information regarding what you have done
to follow up on the B notice listing.

The IRS sends out Penalty Notice 972CG randomly. The notice will have a vendor
listing similar to the B notice listing of mismatched vendor names and/or TINS. If
you should happen to receive a 972CG Penalty Notice, you must follow the
instructions and meet the timelines to avoid IRS penalties.

Answering Notice 972CG

The notice must be answered within 45 calendar days from the notice date. If more
time is needed, submit a written request to the address listed on the notice before
the end of the 45 days. Send in the portion of the payment/correspondence slip that
is appropriate to the filer’s response (i.e., fully agreeing, partially agreeing, or
disagreeing with the proposed penalty). Sign in the space provided and submit
payment if the filer fully or partially agrees to the proposed penalty.

If you have followed your B notice requirements you should disagree with the
penalty and request a waiver. In seeking a waiver of the proposed penalty, the
filer must submit a written statement that explains based on reasonable cause you
have acted responsibly and done your required B notice processes. Do not submit
copies of the TIN solicitations unless requested.

The IRS may issue Letter 1948C to ask for additional explanation or information to
support the request to waive the proposed penalty. If you do not respond by the
time indicated in the Letter 1948C, the IRS will deny the waiver request and assess
the proposed penalty. If reasonable cause is established, the IRS will issue Closing
Letter 6304C stating that the explanation given was accepted and the applicable
penalty will not be assessed.

If the filer’s written statement does not establish reasonable cause or only partially
establishes reasonable cause, a penalty will be assessed. The IRS will send Letter
854C explaining the reason for the denial, including the filer's appeal rights. The
assessment will generate a balance due notice (CP15 or CP215) including appeal rights.

Do not pay the penalty if you have done your B-Notice solicitations
e Ask for a waiver of the penalties by submitting a written signed statement under
penalties of perjury. Explain you are claiming “reasonable cause” based on the B notice
solicitations you have completed.
e The IRS will send a letter responding to the “reasonable cause” statement
o Letter 1948C- asks for additional information to support your statement
= Proof of backup withholding or submitting W-9 copies of the new W-9s you
received from vendors on the list
o Letter 6304C — accepting your waiver — no penalties
o Letter 854C — your waiver is not accepted and the appeal process
o CP15/215 — Balance due of the Penalty
I ——————
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Section 5 — Payments

Deceased Employees: Final Payment

o

It is necessary for Districts to use the correct process for paying

and reporting compensation for deceased employees. There are

different processes when making payment within the same calendar year versus the next
calendar year of death.

Guidelines can be found in IRS Publication 15 and in the Instructions for Form W2. A 1099
Form will be issued to the Estate of the employee for the final compensation.

Contact Christy Arend and Jing Liu in SCOE Business Services (carend@scoe.org 524-2656,
and jliu@scoe.org 524-2954) when you have a deceased employee.

Taxation of Payments after Death

Paid in Same Year as Death

PAYROLL PROCESS ACCOUNTS PAYABLE
Social security and Medicare withheld Gross amount of payroll
and reported as SS/Medi wages on check is reported on Form
Employee Form W-2 1099-MISC.(Box 3) of the

Amount is not reported as federal
income taxable wages

employee’s estate or to the
beneficiary who received
the payment

Paid in the Next Calendar Year after Death

* No social security or Medicare tax
withheld or
* No reporting on Form W-2

Malke sure to get Beneficiary TIN

Gross amount of payroll
check is reported on Form
1099-MISC.(Box 3) of the
employee’s estate or to the
beneficiary who received
the payment

s CASBO

Sarart Mersireess. Smart achools”
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Deceased Employees: Checklist

It is necessary for LEAS to use the correct process for paying and reporting compensation for
deceased employees. Guidelines can be found in IRS Publication 15 and in the Instructions
for Form W2.

Step 1. The employee record will need to be updated and final compensation calculated. It is
recommended to review and end tabs left to right in Employee Management

Employee Management Tabs:

00 Pay Cycle — Should be ended the last day of the pay period

Retirement — Should be ended the last day of the month of death

ACH — Should be ended prior to pay date

Deductions — Should be ended in the current period, with the exception of Union Dues.

Union dues should not be deducted in the month of death. (End union dues prior month)

Assignment — Must be ended effective the date of death

Add-ons — Review add-ons to determine of any stipends are owed

O Leaves — Enter final leaves taken. Make certain the employee has enough sick leave to
be in paid status, or else Payroll should enter a dock. Payroll should adjust leave
balance to zero.

O Benefit Providers — Determine the appropriate end date for Benefit Providers.
Typically, this is the last day of the pay period which the employee passed away.
Refund any additional amounts taken from the start of the fiscal year to the date of
death that would have covered any future months of coverage (i.e., July and August
premiums).

O OO

oo

Step 2: Final Payment Adjustments in Adjust Payroll

O When final payment is made in the SAME year of death:

» Calculate pay in Frontline on the next (final) regular payroll, triggering a DNP
payout if applicable
» Zero out Gross Pay by using the Regular Addon to reverse compensation
» Add Z-MEDI, Z-SUl, ZWC, ZSDI, and Z-OASDI Add-ons to report Gross
earnings and deductions for Medicare, State Unemployment Insurance,
Workers Compensation, State Disability Insurance and OASDI. Please note
SDI and OASDI only apply to certain employees. (Christy Arend and Jing Liu
need to be notified anytime these Z-addons are used)
» Add Z-STRS or Z-PERS add-on if applicable (Make sure to notify Alli Britton
and Maria Aguayo if you are using these add-ons)
» Contact CalSTRS directly to report deceased employee. Final sick leave
will need to be reported.
» Fill out CalPERS Change form and turn into Maria Aguayo — the CalPERS
appointment will need to be ended with the reason being deceased.
» Enter REPAY deduction to zero out net pay

1
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O When final payment is made AFTER the year of death:

» Calculate pay in Frontline on the next (final) regular payroll, triggering a DNP
payout if applicable
Zero out Gross Pay by using the Regular Addon to reverse compensation
Do not withhold any taxes
Add Z-STRS or Z-PERS add on if applicable (Make sure to notify Alli Britton
and Maria Aguayo if you are using these add-ons)

» Contact CalSTRS directly to report deceased employee. Final sick leave
will need to be reported.

» Fill out CalPERS Change form and turn into Maria Aguayo — the
CalPERS appointment will need to be ended with the reason being
deceased.

» REPAY deduction code needed to zero out DNP if applicable

Y VYV VY

Step 3: Create a New vendor to the Estate or next of Kin (Affidavit to Collect Compensation of
Deceased needed, up to $5,000.00 net)

» Have the family complete a W9 in order to obtain the TIN or SSN for the
beneficiary or estate
» |tis best to have a Designation of Beneficiary for Pay Warrant form on file
for all employees as provided by Government Code 53245
» In the event of death, the employee may designate a beneficiary to
receive all warrants or checks that will be payable to the employee
» Payments under $5,000.00 can be collected using an Affidavit to Collect
Compensation of Deceased — attached
» Finance - Purchasing - Vendors—>Section 6: 1099 Form: 3 {Other Income}
1099: YES

Step 4: Update Department Record under Finance — Setup — Department — Departments

O Make sure Account Object Code Filter is set up to allow salary accounts (LXXX
and 2XXX object codes)
O When payment is made, change settings back to exclude these objects

Step 5: Create a Vendor Requisition

O Create vendor requisition with the Direct Payment Type to issue the warrant
to the new vendor “Estate of (Employee name) or next of kin”

0O Process payment using object code 9213, for net pay (entered as a negative
for REPAY amount) and object 1XXX (certificated) or 2XXX (classified) for
gross pay (entered as a positive)

0O The warrant should be issued no later than the date of the next payroll

NOTE: Itis recommended to process the final payment through AP rather than out of the district’s
revolving account. However, should the district decide to pay the final payment outside of Frontline,
using the district’s revolving account, you will need to manually enter the vendor and payment
information for 1099 reporting at calendar year end. Put a tickler in your calendar year end
1099 file as a reminder.

1
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Incidental Goods and Services

Payments for services are generally reportable on Form 1099-NEC, Box 1, including
payments for parts or materials if those items are incidental to the service provided.

Example: If a plumber bills a client for a service call and includes a minor part, the total
payment of $600.00 or more is reportable (including the part).

The IRS does not provide a single definition of “incidental”. Instead, it depends on the
circumstances of the transaction. For example:

e Arepair service that includes standard parts, is considered a service.
e A company that primarily sells products and includes a minor service as part of the sale
may not need to issue a 1099-NEC

If the transaction is a mix of both services and goods and it is difficult to distinguish which is
the primary, it is best to report the entire amount on Form 1099-NEC if the service component
is significant.

Instructions for Form 1099-MISC and 1099-NEC (Includes note on incidental goods to
services)

Goods and
Services

1
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Direct Payments

Direct Payments in Frontline ERP will not produce a 1099. It is recommended that the Direct
Payment activity in Frontline ERP only be used for one-time non-service-related payments. If
there will be multiple payments made to a vendor, there should be a PO set up.

There is a way to perform an audit for all Direct Payments that were made through Frontline
ERP with the following filters:

Finance — AP — Payments A T ——
e Payment Type: Direct Search
e Created Date Start: BCC 3 Go &3 Clear (7} New\ gy Favortes ~
e Created Date End: ECC
+ Click Go to create a lst
e Click on Favorites to save search E 1- Payment Information
Payment Type Direct
Invoice Number
. . . . Pay To Name
If payments are discovered in this audit that Reference Number
require a 1099, there will need to be a manual gzgv:ﬁm Id
1099 created. e
Please contact Christy Arend or Jing Liu e e
AP ACH?

with questions

vCard?
Transaction Batch Id
E 2 - Status Information
B 3 - Other Information
Comment
Final Payment
Payment Amount Minimum
Payment Amount Maximum
Variance Message
Vendor Id
Employee Id
Credit Card Id
Credit Card Vendor Id
Credit Card
Create User
Created Date Start 171720  {BCC}
Created Date End 12731720 {ECC}
-

Use the Grid option to review the list of Direct Payments. The Grid allows the option to select
the Vendor Id. If there is a missing Vendor Id, then review if this should be a 1099 Vendor.
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Finance — AP — Payments

> 9~ Finance - AP - Payments

Search List
[=7 Open _j New % Export @ - Tasks @
| Pymt Type

Invoice ¥

e From the list Click on the Grid option

> 5 ~ Finance - AP - Payments

Search  List Grid Display
(3 Close B Export 5 Reports v i/ Layouts ~

Drag a column header here to group by that column.

Payment
i PymtType | Pay Ta Name | Gam Invoice # | Inmi[ﬁe[)ate| Payment Amt

Reference &

e From the Grid Display, Right Click on the Header row to select and de-select the fields
that are needed
e Select the Vendor Id

I v Vendorld

e Click on the Vendor Id to sort and review if there are missing vendor ids that should
receive a 1099 form
e These will need to be manually added to the 1099 list

1
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Non-Reportable Payments

Credit Card Payments

Credit card payments to the U.S. vendors are not reportable on form 1099. These are reported
by the credit card companies.

Scholarship Payments

Not reportable on Form 1099 when:
e Givento a U.S. Candidate for a degree at an eligible
educational institution
e Itis used only for educational expenses excluding room and
board
e |t doesn’t represent payment for teaching, research, or other
services required as a condition for receiving the scholarship.
o Be wary of payments with the wording "scholarship” that is
provided for incentive payments.
= These would be reportable if over the $600 aggregate threshold.

Other examples of non-Reportable payments:

Payments for utilities

Purchases of goods unless incidental to services

Insurance premiums

Substantiated travel reimbursements to consultants

Dues/Subscriptions to professional organizations

Settlements for personal physical injury, medical expenses, property damage claims
Storage facilities rentals, rent paid to a real estate agent

NOTE: These are examples —if in doubt, mark the payment for reporting

1
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Cloud transaction would be defined as a transaction through which a person obtains on-
demand network access to computer hardware, digital content, or other similar
resources.

Factors indicating that a cloud transaction is classified as a service for 1099
reporting includes the following:

1. Customer is not in physical possession of the property

2. The customer does not control the property beyond the customer’s
network access and use of the property

3. The customer does not have a significant economic or possessory interest in the
property

4. The service provider bears any risk of substantially diminished receipts or substantially
increased expenditures if there is nonperformance under the contract

5. The service provider uses the property concurrently to provide significant services to
entities unrelated to the service recipient

6. The total contract price substantially exceeds the rental value of the property for the
contract period

Cloud content that doesn’t meet the above criteria of a service would be reported as a rental
payment.

Reporting of Non-Digital Software from U.S. Vendors
Payment

Report
Type

Goods Purchased as a product with no license No
requirements.

Rental If there is a time limitation to use or renew the 1099 Misc.
Income license. Includes downloadable Digital content Box 1
with a time limitation for use.

Royalties If you have the right to make copies for 1099 Misc.
$10 Threshold distribution or rent/lease to someone else; you Box2

are free to make changes to the software and

the software is downloaded or installed in the

U.S. (veryrare)

Services Custom software, training, or installation, 1099 NEC
Downloadable Digital Content with no time Box 1
limitation on use.

1
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Reporting Settlement Payments

Reportable:

e Defamation: the action of damaging the good reputation of
someone; slander

e Discrimination

e Emotional injuries not arising

e Monetary losses

e Employment settlements

Non-Reportable:

e Payments for damages received due to personal physical injury or physical sickness
e Property claims
e Medical reimbursements

Examples:

1. Was the attorney in the settlement issued a separate check for the attorney fees?
e If yes, report in box 1 of form 1099-NEC

2. Was the payment made out in the name of both the claimant and attorney?
e If yes, report the gross amount of the check in Box 10 of form 1099 misc. for the
attorney
e Report on 1099 Misc. Box 3 to the claimant for their reportable amounts.

3. Reportable amounts awarded to the claimant
e Punitive damages are always taxable and reportable
e Attorney fees awarded to claimant may be reportable
e Report both on form 1099 Misc. Box 3
e The attorney does not need a Form 1099 if the check is written only to the
claimant (Reg 1.6045-5(f))

4. If more than one attorney is listed as a payee on the check
e |Issue a Form 1099 Misc. to only the attorney to whom the check is delivered

1
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Special Education Settlements

Form 1099 Misc. reporting of Special Education settlement agreements has not been
specifically addressed by the IRS. If the Special Education costs can be related to Medical
Expenses, they are not taxable to the parents.

Include in medical expenses:

e Fees you pay on a doctor’'s recommendation for a child’s tutoring by a teacher who is
specially trained to work with children who have learning disabilities caused by mental
or physical impairments.

e The cost (tuition, meals, and lodging) of attending a school that furnishes special
education to help a child overcome learning disabilities. For expenses to be deductible,
a doctor must recommend that the child attend the school.

Do not include in medical expenses:

e The cost of sending a child with behavioral problems to a school, if the availability of
medical care in the school isn’t a principal reason for sending the student there.

Please see IRS Publication 502 for more information regarding medical expenses

https://www.irs.gov/pub/irs-pdf/p502.pdf

Examples:
e Reimbursements to parents — usually not reportable
e Punitive Damages — Reportable Box 3 to claimant
e Attorney Fees — Reportable to Attorney and Claimant if considered taxable
e Interest — Reportable to Claimant on Form 1099 INT.

Note: To protect the LEA from underreporting settlement claims the district may choose to:
» Report the full amount
o Include information to the claimant that they should seek tax advice (refer to IRS
Publication 502)

» Contact a Tax Attorney
o If the payee attorney requests a correction ask for citing in writing as to why the
correction should be made.
o This may protect you in an audit

» Apply for a private letter ruling from the IRS

DISCLAIMER: The 1099 Basic Concepts information provided above is for general
information purposes. LEAs should seek tax/legal counsel when needed.

1
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Section 6 — Reporting in Frontline ERP

1099 Frontline ERP Checklist

Organization Record
1 Review Section 5 — AP 1099 Setup
o Verify that the 1099 Address and contact information are correct
o If changes needed send request to helpdesk@scoe.org

Review Account Component Setup

1 Review Object Codes for correct 1099 Boxes :
Checklist

Vendor Setup based on W-9

Flagged for 1099
Tax ID or SSN
Tax Classification
Address

Review DBAs

Review Foreign Vendors with Christy Arend and Jing Liu, SCOE Business Services
TIN Verification

N O O I O

Vendor 1099 List - Searching / Reviewing

"1 Check Status and Problem Description

1 Resolve problems

1 Check for duplicate vendors and multiple (TIN) Tax Id Numbers and (SSN) Social
Security Numbers

1 Create manual adjustments if needed

7 Manually add vendors paid for services outside of Frontline ERP $600 or more
(Example ASB, Revolving Account, Wire Transfers)

1 Rerun 1099 List to update vendor information on list before running reports

Verifications Reports
1 Review Vendor 1099 Snapshots
1 RegPayl18-Vendor CheckDetail (Run throughout the calendar year)
1 RegPay07-Vendor Log (Can only run after 24.04 installed)
1 RegPayl16-Vendor 1099 Detail (Can only run after 24.04 installed)

1
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Review Organization Record

The organization record can be used to override the district information from the System
table. In addition, this is where the sort option for the printing of 1099s is defined.

Go to System — Setup — Organization

e Review Section 5 — AP 1099 Setup for

o Federal and State Tax Id (Defaults from HR/Payroll Setup)
Contact Name
Employer Name
Employer Address
Print Sort Option: 3 {Vendor Id} (1099 forms mailed by SCOE)
Print Account Option: 2 {Print Vendor Id}

O O O O O

e Send request to helpdesk@scoe.org for any changes that need to be made

- Systom - Sotup-Organzalons i

List Form

[ Prev [ Newt (£ Close W@ Cance

1
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ABCD School District (1)
General Setup  Ledger Setup Locations Divisions Academic Departments Campuses JE Approvals
B 1-Setup Information E 5-AP 1099 Setup
Organization Name ABCD School District Federal Tax Id for 1099
LEA Type District State Tax Id for 1099
CDS Code 70593 Control Name
CalPADS CDS5 Code Last Filing
Activity Tree Name ABCD Combined File 1
Portal Name ABCD Employer Name ABCD School District
Portal Enabled Yes Employer Name 2
Org Available Yes Transfer Agent Indicator 0
Access Finance Yes Employer Street 8511 Highway 128
Access HR Yes Employer City Healdsburg
Access Payroll Yes Employer State CA
Retain Reports Days 14 Employer Zip Code 95448
Indicatars 0 Employer Phone # (707) 4331375
E 2 -Contact Information Employer Phone Extension
3 Finance Setup Print Sort Option 3 {Vendor Id}
E 4 - Payments Print Account Option 2 {Print Veendor Id}
6 - HR/Payroll Setup
Federal Tax Id 123456789
State Tax Id 12345678
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Eederal Tax ID for 1099

This field is used for processing 1099s. Frontline ERP uses cascading logic to determine
the EIN for a 1099. It will look at the organization record and at the fund component of the
account(s) used to pay the vendor. The logic first looks at the Federal Tax ID defined in the
Fund component. If this field is not filled out, then it will use the Federal Tax ID for 1099 in the
AP 1099 Setup category of the Organization record. If the Federal Tax ID for 1099 in the AP
1099 Setup category is also blank, the software uses the Federal Tax ID for Payroll Processing
(under the HR/Payroll Setup category) in the Organization record.

State Tax ID for 1099 — If this field is not filled out, the software uses the State Tax ID for
Payroll Processing (under the HR/Payroll Setup category) in the Organization record.

Employer Name — Specific name for the 1099 processing. If this is left blank, the software will
use the information from the System table.

Employer Address — Specific address for the 1099 processing. If this is left blank, the
software will use the information from the System table.

Print Sort Option — Select the sort order for 1099s. There are three options: Address Name,
Zip Code and Vendor ID. (1099 Forms mailed by SCOE)

Print Account Option — Select print options for 1099s. You can suppress printing of an
account, use the customer account or use the Vendor ID. Printing an account, a
customer account or a Vendor ID is helpful if the vendor calls with a question.

= 5- AP 1099 Setup ~
Federal Tax Id for 1099
State Tax Id for 1099
Control Name

Last Filing
Combined File 1
Employer Name ABC School District

Employer Name 2
Transfer Agent Indicator 0

Employer Street 1234 School Street
Employer City Any Town _ i
Employer State CA Print Account Option
Employer Zip Code 94321 .
Employer Phone # (707) 888-1234 Code =  Descripion
Employer Phone Extensi 0 Do net Print
Print Sort Option 3 {Vendor Id} 1 Print Customer Account
Print Account Option 2 {PrintVendorId} |=2 Print Vendor Id
B 6 - HR/Payroll Setup

1
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Review Account Component Setup

Account Components access is Permission based. Check with an authorized user in your
district before making changes in Object Account Components.

During 1099 processing, the software searches through the checks looking for the object, and
reports the amounts to the box specified in the Account Component Record. Frontline ERP
allows you to control which box a vendor’s payments are reported to by specifying the
applicable object codes for each box.

Go to Finance — Setup — Chart of Accounts — Account Components

e Fiscal Year: 2026 {2025/2026} default Use the Quick Start mewn
e Component: Object
e Component Value: 5 for Services Activities

o Search by other major object codes 901.-ABC

Click Go

Accounts
Checks

& & - Finance - Setup - Chart of Accounts - Account Componenis

Search
=3 Go Q Clear . Favortes «

Search Criteria - Account Components
E 1 - Location
Fiscal Year 2026 {2025/2026}

Component Value b

e From the list, click on the 1099 Column to sort by the 1099 Number to review description
and 1099 Column. Update as needed.

Object | Description | SACS 1099 @ \FYFrom = FYThru |
5811 Telephone 5900 2006 9999
5950 Postage 5900 2006 9999
5600 Rentals And Leases 5600 1 {Rent} 2006 9999
5632 Copier Repairs & Mainte 5600 1{Rent} 2006 9999
5101 Business Services 2500 5100 & {Medical Payments) 2011 9999
5128 Speech Therapy =25000 5100 £ {Medical Payments) 2011 99399
5828 Speech Therapy 5800 6 {Medical Payments] 2011 9999
5872 Legal Settlements (Medic 5800 6 {Medical Payments} 2006 9999
5100 Services 7 {Nonemployee Compens 2006
5200 Travel & Conferences 5200 \@lﬂnemployee Cornpeny 2006 8939

1
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Designations have been made in Account Components to allow the system to
automatically flag anything paid to these object codes and will be populated into the

correct 1099 form boxes (Erontline ERP looks for 1099 coding first).

In all cases vendors must be flagged in the vendor record as Yes in order to receive a 1099.

e Click on the record to open and review or make changes

Search  List Form
[} Delete [ Prev [h Next %5 Close

Lé_e ~ Finance - Setup - Chart of Accounts - Account Components

Account Component

Object 5826

Description Septic System Monitoring
Description Short Septic Monitor

SACS Rollup Value 5800

Fiscal Year From 2009

Fiscal Year Thru 9999

Next Year Value
Prior Year Value

Org Entered

PERS Recapture Disallowed
Restricted

Note

Form 1099

Encumber Emp Hry Pay

Fixed Asset Required

Fixed Asset Threshold Amount
Asset Group/Category Required
Budget Check Calc

Created By

Create Date

Edit User

Edit Date

Yes
No
No

Component Value 5826, for FY 2009 - 9999, for Component Type: Object

7 {Nonemployee Compensation}

No
No
0.00
No
Include
& CBISCHO!
& 5/30/201
)
&

Form 1099
\

=« Code Description
0 NIA
1 Rent
2 Royalties
3 Other Income
6 Medical Payments I
13 Golden Parachute
14 Gross Proceeds pd to Attomey
99 State Income Tax

MISC.

The software is intuitive and knows
that if the Form 1099 field isa 7
{Nonemployee Compensation} a Form
1099-NEC will be produced. All other
Form 1099 codes will produce a 1099-

FRONTLINE ERP 2025 1099 REPORTING

34



Vendor Records and the W9 Relationship

The Vendor Name, SSN/TIN, Classification and Address are entered into Frontline ERP

as indicated on the W-9 Form. Be sure to review the vendor has
information correctly. There can’t be any edits or corrections made
must be submitted by vendor.

completed all the
to the form, a new form

Form w-g

{Rev. March 2024)

Department of the Treasury
Intemal Revenue Service

Request for Taxpayer
Identification Number and Certification

Go to www.irs.gov/FormW9 for instructions and the latest information.

Give form to the
requester. Do not
send to the IRS.

Bafore you begin. For guidance related 1o the purpose of Form W-9, see Purpose of Form, below.

1 Mame of entity/individual. An entry is required. (For a sole propristor or disregarded entity, enter the owner’'s name on line 1, and enter the businesa/disregarded
entity’s name on line 2.)
2 Business name/disregarded entity name, if different from abowe.
™ ["3a Check the appropriate box for federal tax classification of the entity/individual whose name is entered on line 1. Chack 4 Exemptions (codes apply only to
% only one of the following seven boxes. certain entities, nat |nﬂiuiﬂ,ml5;
E _| Individual/scle propristor _| C corporation _| S corporation _| Partnership _| Trust/estate seeinstructions on page 3):
é 2 | LLC. Enter the tax classification (T = G corporation, § = § corporation, P = Partnership) .. Exempt payes code (if any)
s E Note: Check the “LLC" box abowe and, in the entry space, enter the appropriate code (C, 5, or F) for the tax
Té classification of the LLC, unless it is a disregarded entity. A disregarded entity should instead check the appropriate Exemption from Foreign Account Tax
B E box for the tax classification of its owner. Complisnce Act (FATCA) reporting
E E || Other {see instructions) code (if any)
:E 3b Iif on line 3a you checked “Partnership” or “Trust/estate,” or checked “LLC" and entered “P* as its tax classification, P B intained
E and you are providing this form to a partnership, trust, or estate in which you have an ownership interest, check (Applies m;“ﬁf;m
W this b if you hawe any foreign pariness, owners, or beneficiaries. Ses instructions . L o & g
ﬁ 5§ Address (number, street, and apt. or suite no.). See instructions. Reguester's name and address (optional)
6 City, state, and ZIF code
T List account numbers) here {optional)
W9 Form Section Information Detail ERP Vendor Record Field
Section 1 | Name (as shown on their tax return, cannot be blank) Vendor Name - Section 1
Section 2 | Business Name (If different from above. This does include Vendor Name — Section 1
Trade Name, DBA Name or Disregarded Entity Name) Addresses
Section 3 | Federal Tax Classification (Person whose name is entered in Tax Classification — Section 1
Section 1 — They can ONLY one box)
Section 4 | Exemptions (does not apply to individuals-see W9 Instructions) 1099 (mark Yes or No) — Section 3
Section 5 | Address (Number, Street, Apartment or Suite No.) Addresses
Section 6 | Address (City, State, and Zip Code) Addresses
Part 1 | Social Security Number (must provide full name with SSN) State Tax Id or SSN — Section 1
EIN/TIN (must provide business name with EIN/TIN) Federal Tax Id — Section 1
Part Il | Certification Signature (Must be signed)

FRONTLINE ERP 2025 1099 REPORTING
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Vendor Records

Vendor records identify the companies from whom you purchase products. Each vendor is

assigned a code — alpha or numeric.

Go to Finance — Purchasing — Vendors

2 & -~ Finance - Purchasing - Vendors

Search

= Go L-g Clear'];f Favorites =

Use the Quick Start menun
Evter ve

Finance

Search Criteria - Vendor [«]

B 1 - Vendor Information
Any Vendor Name
Vendor Name
Vendor Id
Sort Name
Federal Tax Id
State Tax Id or SSN
Tax Classffication
Vendor Category
Active Yes

= Click New to Create a vendor record

= To get a list of current vendors

= Active: Yes
= Click Go to generate list

Vendor Description

¢ Vendor Id is generated when record is
saved or it can be manually entered

o Enter the Vendor Name and Sort Name

o These can be the same or
different

e Go to Tasks to enter the Federal Tax Id,
State Tax Id or SSN

o See example next page

Vendor Payments Requistions Motes Attachments Categories Catalog History

Vendor Informabion

E 1 - Vendor Description

Wendor Id

Vendor Name -]
Sort Name -]
Federal Tax Id

State Tax Id or SSN

Tax Classffication

Customer Acct #

Web Address

Comment

Active Yes
Walidation Meszage 29 Must have at least one address.

FRONTLINE ERP 2025 1099 REPORTING
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Enter the Federal Tax Id, or State Tax Id or SSN from the W9 form.

e (o to Tasks to enter, select Add/Change SSN
e This will open a window for Federal Tax Id, State Id or SSN

Ge ~ LY\l Finance - Purchasing - Vendors

Search  List Form

i;: Close Tasks -
View SSMN or Tax Ids Ctrl=| I

\ Add/Change 55N

Vendor Paymentz:3 Requistions:3 Motes  Attachments Categories Catalog  Histony: 1

Vendor Information . Order/Payme

= 1 - Vendor Description E 5 - Order Inf
Yendor Id & 000431 Buyer
Yendor Mame 1000Bulbs .com Delivery Days
Sort Mame 1000Bulbs .com - - T
ge Tax |1Ds or Seocial Security Number X

State Tax Id or 55N

‘ Federal Tax id |hanse
{

[ Federal Tax Id or 35N [
[ State Tax Id or SSM [

Cancel oK

e Enter the Id with the correct formatting: xx-xxxxxx TIN or xxx-xx-xxxx SSN. If nine characters
are entered without a dash, the software assumes that the number is a social security
number.

e The Federal Tax Id and the State Tax Id fields are used for reporting. The software looks
first at the Federal Tax Id field. If it is blank, the software uses the entry in the State Tax Id
or SSN field. For independent contractor reporting, the software first looks at the State Tax
Id or SSN field. If it is blank, the software uses the entry to Federal Tax Id.

e Enter Tax Classification from the W9 Form

Tax Classification
Vendor  Payments Requistions Notes Attachments Categories Catalog  Hi
Vendor Informabon Code = Description
B 1 - Vendor Description MNaone
Vendor Id C C Corparation
Vendor Name Johnny Taxman =1 Individual /Sole Proprietor or single-member LLC
Sort Name Johnny Tavman L Limited Liabiity company
Federal Tax Id 0 Oth
State Tax Id or SSN it =
Tax Classification I {Individual /Sole Proprietor or single P Fartnership
] S Corparation
T Trust/Estate
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Independent Contractor Information

To determine if the vendor is an independent contractor, ask the question, does the vendor
require a 1099 based on services provided? If the answer is yes, they very likely could be an
independent contractor. The exception would be a franchise owner, like Al Party Rentals, or
other vendors with Federal Tax Ids. In that case, the vendor would require a 1099 but would
not be considered an independent contractor. Independent contractors have special logic for
reporting their social security number. The software looks first at the State Tax ID field in the
vendor record to see if it is formatted as a social security number. If it is not, the software looks
at the Federal Tax ID field. If that field is not formatted as an SSN either, the report shows
zeros as the tax id.

e Independent Contractor: Yes

& & - Finance - Purchasing - Vendors

Search  List Form
W Delste DPIB'\-’ DNext ¥, Save/Close Q Cancel [F) Tasks ~

Vendor # 000799, Johnny Taxman

Vendor Payments Requistions Motes Attachments Categories Catalog History:2

1 - Vendor Description Bl 5 - Order Information
E 2 - Online Shopping Buyer
Crline Shopping Vendaor Delivery Days
Crline Shopping Id =] Shipping Percentage
Allows Cart Editing & Ship Via
E 3 - Independent Contractor Information FOB
Contract Start Date Tems
Contract End Date E 6 - Payment Information
Contract Amount 0.00 Tax on Shipping
Ongoing Contract Mo W5 Required?
Independent Cortractar Yes W5 Received Date
EDD Frint Date 1095 Form

o EDD Print Date: This is the date reported the vendor to EDD. The software automatically
inserts this date during the Independent Contractor reporting process.

”~
See separate handout “Independent Contractor Reporting” for

steps to report 1099 Vendors to EDD found in Frontline —
SCOE Resources — Forms — Accounts Payable
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Payment Information

¢ W9 Required: Yes
e W9 Received Date: MM/DD/YYYY
e 1099 Form Box: Use Drop Down Menu
o Enter the 1099 info for reporting all payments made to this vendor
o This field overrides 1099 Form field defined in the account object
o A vendor that has several types of payments, such as services and supplies,
should leave this field blank
o Iffield is left blank or O (zero) the software bases the 1099 payment search on
account components
e 1099: Yes

‘ ee ~ Finance - Purchasing - Vendors

Search  List Form
¥4 Save/Close QCanceI [#] Tasks ~

Vendor # 000799, Johnny Taxman
Vendor Payments Requisions Notes Attachments Categories Catalog History:2
Vendor Information . Order/Payment Information
1 - Vendor Description E 5 - Order Information
= 2 - Online Shopping = 6 - Payment Information
Online Shopping Vendor Tax on Shipping Mo
Online Shopping Id ] W9 Required? Yes
Allows Cart Editing -] W9 Received Date 11/1/2024
2 3 - Indk dent Ci Inf i 1055 Form 7 {Nonemployee Compensation}
Contract Start Date 1089 Yes
Contract Fnd Date Gamish Mo
Addresses

The lower portion of the Vendor Tab in the Vendor Record is dedicated to the address
information. 1099 Reporting Address Rules that apply:

e Vendor must have at least one address marked as the issue default and one address
marked as the remit default

e Only one address can be designated as each type (i.e., cannot have two addresses as
the remit default), but could have one address tagged for both issue and remit.

e Only one address can be marked as 1099

e |If there is no address marked as 1099, the following logic will prevail:

o The first address record encountered marked as 1099

The last check address

The first address record encountered marked as Remit address

If only one address, use it

Mark as an error if none can be determined

o O O O

Addreszes

¢ Open ,j New @ Export

Addr Num Mame Address City St Zip Phone # Issue | Remit | 1089
T [Yes [Yes [No |
2 John Taxman/DBA 1099 Traini & 1111 Grand Ave Santa Rosa CA |95404 Mo No Yes h
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Addresses with a DBA

The individual's name must appear on the first name line of the 1099 Tax Form. On the
second name line enter the “Doing Business As” (DBA) name. Do NOT enter the DBA
name only. For the TIN, enter either the individual's SSN or the EIN of the business (sole
proprietorship).

In the Vendor Name field will designate the line break by entering a double-slash (//) OR use
the down arrow at end of the field to open a text box to enter the DBA for the Vendor Name.
This will automatically add the //. This also works in the Address for addresses over 30
characters.

Addresses
[l Delete @ Prev *; Close
E 1 - Address Information :
Vendor Name John Taxman./*DBA 1093 Training Gmup@ Click to open text box
Address fr 1111 Grand Ave
City Santa Rosa
State CA
Zip S5404 b
County Vendor Name
Country John Taxman E
John Taxman
Contact Mame DBA 1099 Training Group
Email Address
PO Email Address
Email PO7? MNo
Phone #
Extension 0
FAX &
lzsue Default MNo oK T
Remit Default No _
1055 Address fes
Description
Combine Payments Yes
Allow vCard? & Mo
Active Yes
Address Mumber a2

DBA Address will print on the 1099 as shown

RECIPIENT'S name, street address (including apt. no.), city, state
John Taxman

DBA 1099 Training Group
1111 Grand Ave
Santa Rosa, CA 95404

1
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Attachments Tab

It is recommended to upload the W9 form to the Attachments Tab in the Vendor Record.
Documents can be attached in various formats, pdf, excel, word, etc. Be sure to close the
document file before trying to attach or there will be an error.

e Click New to add an attachment file

% & ~ Finance - Purchasing - Vendors

Search  List Form
W Delete [ Frev [ Newt @ Save/Close KJ Cancel [ Tasks -

Vendor Payments Fequisions Notes Attachments Categores Catalog  History

ﬁ Dpen EE, E sport

Description

e Click in the File to Attach field to locate the file

Vendor Payments Requistions Motes Attachments Categores Catalog History:5

B Open iNew %EHDDR | REEE DF’rev DNext ‘Savex’[llnse QCancel

= 1 - Attachment

File Type &
Description
Comment

e Click on the file to upload, then click open to attach

ﬂ Attach file
Look in: | = Documents e
Mame
i W3 Form Jehnny Taxman.pdf
e File Name and File Type B9 Oren iNew B Ewpot W Delete (g Prev [ Mewt £ Save/Close K Cancel
will show 3 1 - Attachment
e Enter a Comment File to Attach W9 Form Johnny Taxman
. . File Type & pdf
e Comment field is Description WS Form
searchable Comment W9 Form Johnny Taxman

FRONTLINE ERP 2025 1099 REPORTING
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Searching and Reviewing Vendors for 1099 Reporting Accuracy

Review Vendor records to verify they are flagged for 1099, have all fields populated for 1099
reporting and are error free.

Go to Finance — Purchasing — Vendors

e Payments Dated: BCC...ECC (01/01/2025-12/31/2025)
e Click Go to generate the list

Use Mnewmonics for dates

TDY - Today

YDY - Yesterday

BCM - Begin of current month

ECM - End of current month

BFY - Begin of fiscal year

EFY - End of fiscal year

BCC - Begin of current calendar year
ECC - End of current calendar year
BLC - Begin of last calendar year
ELC - End of last calendar vear

% &+ Finance - Purchasing - Vendors

Search st Form

=} Go Q Clear | New 'i’:? Favortes -

Search Cnitena - Vendor

1 - Vendor Information

2 - Vendor Address Information
3 - Vendor ACH Information
4 - Payment Information
1089 Form

1089 Vendor
W5 Required

W3 Received Date

Gamish Yendor

Hold Payments

O &HH

Payments Dated

& © ~ Finance - Purchasing - Vendors
Search List
[ Open "1 New E Export Tasks v 3 Grid
V- N
Vendorld | SortName (|  VendorName | Feder StateTaxidor| Active Phone Fax Email Address Tax Classification
000168 dited Septic  Accredited Septic Monitor 2#-# Yes {Mone}
000220 ACSA ACSA Yes {None}
000795 Adams, Richard Richard Adams HEE-HE Yes | {Individual/Sole Proprietor or single-member LLC}
000011 ADTS Inc ADTS Inc Yes {None}
000601 Alcatraz Cruises  Alcatraz Cruises 20-356 Yes (415) 438-8361  (415) 986-1524 C {C Corporation}
000790 Ally Technology  Ally Technology Consulti 81-121 Yes {S Corporation}

Review list in Frontline ERP for missing Tax ID’s, missing Tax Classification, duplicate Tax
IDs, duplicate Vendors for Tax Classifications that require a 1099 form.

List can be exported to Excel and conditional formatting applied to help in determining
duplicate Tax Id’s and duplicate Vendors.

Note: The social security numbers are masked on the list. You must have permissions
to view the full security number in the Vendor record under the Tasks activities.
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Generate and Work The 1099 List

Each District will generate their own 1099’s in the Vendor 1099 activity. This is where you
review for accuracy and make any additional manual adjustments if needed. Vendor reports
will also be a way to review in order to create the 1099 forms. The snapshot reports for 1099
forms will be available after the next Frontline ERP release with regulatory tax changes mid-
December.

Go to Finance — Processes — Tax Reporting — Vendor 1099

e Calendar Year: 2025
e Click Go to generate the list

& & -~ Finance - Processes - Tax Reporting - Vendor 1099

i 3 — — Use the Quick Start menu
=} Go) kg Clear g Favortes +
Activities
Search Criteria- 1099 Vendor Search [«]
Calendar Year 20X L
= Quick Start here F

v1 Vendor 1099

e Review the list, paying special attention to the Status and Problem Desc column

Status | Problem Desc
Meeded 1085-NEC Needed
MNeeded 1098-MISC: Needed
Incorrectly formatted or m 1099-NEC: Incorrectly formatted or missing Tax |d
MNeeded 1085-NEC Nesded
Meeded 1055-MISC: Needed
MNeeded 1085-NEC Mesded

Note: Not all entries in Problem Description Column and Status Column are
problems that need to be corrected. le. “Under Min $” is a notification; “Needed”
means a form is needed to be printed. However, “Incorrectly formatted or missing
Tax ID” must be corrected as these will prevent all 1099s from printing. Review
Status and Problem Desc columns carefully.

1
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1099 Reporting Possible Errors

Tax ID number or address is missing for a vendor

e This will prevent the printing of 1099s for those vendors
Negative amounts

e This will prevent the printing of 1099s, since negative amounts cannot be reported
No 1099 Form Created when should have

e This vendor will not receive a 1099 because there is a No in the 1099 field in the Vendor
record, or their payments did not reach the reporting minimum

Duplicate Vendors

e Vendor records will need to be “combined” for 1099 Reporting
Duplicate Tax ID

e Vendor records will need to be “combined” for 1099 Reporting
Multiple 1099 box values

e This occurs when a liability account is used to pay for a requisition and at least one
account points to a 1099 box. When a liability account is used to pay for a requisition,
the software reads the requisition accounts to determine if any of the other accounts for
the prior fiscal year are reportable on 1099s. If there is an account, the software maps
the entire amount of the requisition to the account with the highest 1099 box.

Go to Finance — Processes — Tax Reporting — Vendor 1099

( Ga ~ Finance - Processes - Tax Reporting - Vendor 1099

Search

= Go Q Clear '{j‘ Favortes -

1
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Correcting 1099 Reporting Errors and Manual Adjustments

If there are changes that need to be made to a Vendor record, they can be done from the 1099
list using the Quick link within Vendor 1099 or in the Vendor record.

& & - Finance - Processes - Tax Reporting - Vendor 1099

Search List
=) Open | New @.Export |d [ Tasks v 51Gnd

1099 Name Line 1

Safari West

000560 Safari West

e Highlight vendor on list
e Open the record or double click

e Click on Quick link Q in Section 5 of the 1099 Record

E 5 - Vendor Info

Tax ID &

TIN Type

Tax Classfication & S {S Comporation}
Vendor Code 000560

Incorrectly Formatted Tax Id/Missing Tax Id
e The Quick link will open the vendor record
e (o to Tasks to select Add/Change SSN
e This will open a window for Federal Tax Id, State Id or SSN

& & ~ Finance - Processes - Tax Reporting - Vendor 1099

Search List Form Vendor

B Dclete %5 Close .‘ .-.--.-.-—

View SSN or Tax Ids Ctrl+|

_ Add/ChangeSSN

Vendor Payments:8 Requisitions:8 MNotes Attachments6 Categories Catalog History:5
Vendor Informabion
E 1 - Vendor Description

Vendor Id & 000560
Vendor Name Safan West
Sort Name Safan West
Federal Tax Id

State Tax Id or SSN
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Change Tax IDs or Secial Security Number

e Enter the Tax Id from W9 form
e Click OK to update

e Save/Close [ Federal Tax Id or 55N [
[ State Tax Id or 55N | mmantaHEE

Cancel

Refresh 1099 List to Verify Correction

e Click on Search Tab, Click Go
e Verify Error is corrected

% & ~ Finance - Processes - Tax Reporting - Vendor 1099

Search List
-'L\_} Clear 'ik Favortes -

Search Criteria - 1099 Vendor Search [«]

1
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Foreign & Out of State Tax Withholding — 1099 Manual Edit Required

When State Income Tax is withheld for a Foreign or Out-of-State vendor, the withholding
amount will not automatically populate on the 1099 form. In these cases, the 1099 must be
manually updated to include the withholding in Section 1 and Section 6.

Go to Finance — Processes — Tax Reporting — Vendor 1099

e Search for 1099
e Click Open
e From the Tasks — choose Edit

& &+ Finance - Processes - Tax Reporting - Vendor 1099

Search List Fomm

(@ W Deiete [y Prev [ Net £sClose W Concel (7] Tasks

109 History Unprint 1099-NEC
[B 1- Non-Employee _SIT Withheld View SSN or Tax Ids Ctrl+l
NonEmployee Adjust a 000
.. .. Imported a 000
.. .. System & 9543.00
.. Total & 94300
SIT Withheld Adjust a 000
.. .. Imported a 000
.. .. System a 0.00
.. Total a 000
2 - Rents _Royalties
3 - Other Income Med / Hith

e Box 1 Non-Employee- SIT Withheld -Manually enter SIT Withheld Adjust
e Box 6 Adjustments - Problems Adjustment Reason

1055 Hstory
|2 1-Non-Employee SIT Withheld B 5 - Vendor Info
NonEmployes Adust 0.00 TaxID # & 473950082
..... Imparted & 000 TIN Type & Federal EIN
System & 94800 Tax Classfication & P {Partnership}
Total & 54800 Vendor Code 88 000778
SIT Withheld Adjust 75.00 Address Id a1
Imported 8000 1099 Name & Procare Software LLC
System 8000 a
Total 8000 Street & PO Box 735666
2 - Rents _Royalties Ciy & Chicago
& 3 - Other Income _Med / Hith State aiL
E 4 - Golden Parachute _Attomey Fees Zp / Postal Code & 606735666
Golden Para Adust 000 Forsign State H
Imported & 0.00 '8 6 - Adjustments _Problems
System 8000 Adustment Reason Out of State Withheld Adjust
Total 8000 Box13 Code a
Attomey Fees Adjust 000 Calendar Year 82025
Imported 8000 Fom1099 4 Yes

e Save/Close

1
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Negative Amounts

This will prevent the printing of 1099s, since you cannot report negative amounts. The
possible reason could be related to a credit memo (a negative invoice) that used a different
object code than the object code used in the original invoice.

Go to Finance — Processes — Tax Reporting — Vendor 1099

e Review these vendors to determine why the amount was negative and make an
adjustment with a detailed reason in the Vendor 1099 record
e From the Tasks menu drop down in the Vendor Record in the 1099 Processing
o Select edit and the fields will open
e Note that only the first box in each section will open. The remaining fields are locked
as those amounts came in from system generated activities

& & ~ Finance - Processes - Tax Reporting - Vendor 1099

Search Lst  Fom

@ W Delete D Presw @- Mext f_; Close " Cancel
Edi |
Unprint 1099-Misc

Unprint 1099-MEC

View 55N or Tax Ids Ctrl+|

1099 History
B 1 - Non-Employee _SIT Withheld

e Enter negative and /or positive adjustments Adjust field
e Make sure to use the Adjustment Reason field for description of change

1099 History
1 - Non-Employee _SIT Withheld 5- Info
2 -Rents Royalties = BMuﬁnerts _Problems . .
B 3 - Other Income Med / Hith Adjustment Reason & Adjusted for Scholarship
Other Income Adjust 8 (2,000.00) Box13 Code &
... Imported & 0.00
.. .. System & 2.700.00
... Total & 700.00

e Save/Close the record
e (o to Search to refresh list and view changes
e The adjusted amounts will be in Adjusted Amount Column

Search List
=7 Open I New ElEBpot g [ Tasks v (5 Grd

1059 Name Line 1

(2.000.00)
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No 1099 Form Created When Should Have

Vendor will not receive a 1099 because there is a No in the 1099 field in the Vendor record or
their payments did not reach the reporting minimum.

If the vendor is less than the reporting threshold, no further action is necessary. If they should
receive a 1099, edit the Vendor record

Go to Finance — Purchasing — Vendors

e Active: Yes
e Click Go
e Open Vendor Record and change 1099 Flag to Yes

& & ~ LAY =1l Finance - Purchasing - Vendors

Search List  Form

l Delete BPrev BNEX‘L L- Save/Close Q Cancel Tasks «

Vendor # 000730, Aug Comm Tech M | n | mum Re po rtl n g

Vendor Payments Requisitions Motes Attachments Categories Catalog History:4

ooy e Threshold is $600 for
1 - Vendor Description E 5 - Order Information

2 - Online Shopping Buyer

3 - Independent Contractor Information Delivery Days 0 th e Cal e n d a.r year

4 - Vendor ACH Information Shipping Percentage 0.00

Ship Via
FOB
Terms
E 6 - Payment Information

Tax on Shipping No

W8 Required? No

W9 Received Date

1099 Form 0 {N/A}
Yes
Garnish Value =
Hold Payments No
Allow vCard?

Credit Card Reauired | = ¥

Duplicate Vendors

Go to Finance — Purchasing — Vendors

e Active: Yes
e Click Go to get list

& 5 -~ LLkEY: = Finance - Purchasing - Vendors

Search List
I ¥ Open :j New gExport Tasks * (= Grid

| Sort Name i | Vendor Name II I

000706 ACTS Augmentative Comm Tech  55-5555555 Yes
000730 ACTS Aug Comm Tech 55-5555555 Yes
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e Determine which Vendor record has more requisitions recorded against itand
inactivate the other record by changing the vendor’s Active flag to No

& £ v kY-8 Finance - Purchasing - Vendors

Search List Form

l Delete E&Prev @Next i; Save/Close Q Cancel Tasks =

Vendor Payments Requisitions Motes Aftachments Categories Catalog Hi

Vendor Information

B 1 - Vendor Description
Vendor Id 000730
Vendor Name Aug Comm Tech
Sort Name ACTS
Federal Tax Id 55-5555555
State Tax Id or SSN
Tax Classification I {Individual/Sole Proprietor or single-memt
Customer Acct #
Web Address
Comment
Active No
Validation Message &

After inactivating the duplicate Vendor record, the Vendor 1099 forms for both vendors will
need to be adjusted in the Vendor 1099 activity.

Go to Finance — Processes — Tax Reporting — Vendor 1099

e Calendar Year: 2025
e Vendor Name: Enter Vendor Name
e Click Go

& & ~ Finance - Processes - Tax Reporting - Vendor 1099

Search
=) Go kJ Clear 4y Favortes v

Search Criteria - 1099 Vendor Search

Calendar Year 2025
Vendor Name

1
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Edit Vendor 1099 Records

The duplicate 1099 forms will need to be adjusted. The inactive vendor record will need to be
adjusted to 0.00 and the active vendor will need to be increased. This can be done in the

Vendor 1099 activity in Tasks by selecting Edit. This will unlock the form boxes in order to
edit.

Inactive Vendor Record

e Open the Vendor 1099
e Go to Tasks to select Edit
e (o to the appropriate Sections 1 - 4 to edit
o Enter the negative amount to adjust the 1099 form to 0.00
e (o to Section 6 — Adjustment Reason
o Enter a description for the adjustment referring to the active vendor code

+ LLARY:A:{e Finance - Processes - Tax Reporting - Vendor 1099

Search List Form

d [4 Prev [ Next %) SaveiClose &3 Cancel Tasks ~
Edit |
Unprint 1099-Misc

000099) - Status: (Needed)

1099 History Unprint 1099-MEC |
© 1-Non-Employee SITWitht  ViewSSNorTaxlds  Cirl+l | | §- Vendor Info
MNonEmployee Adjust il £ 6 - Adjustments Problems
.. .. Imported 40,00 Adjustment Reason Moved to Duplicate vendor #701

Active Vendor Record

e Open the Vendor 1099
e Go to Tasks to select Edit
e (o to the appropriate Sections 1 - 4 to edit
o Enter a positive amount to increase the 1099 form
e (o to Section 6 — Adjustment Reason
o Enter a description for the adjustment referring to the inactive vendor code

+ LA BY:V=[o} Finance - Processes - Tax Reporting - Vendor 1099

Search List Form

d [ Prev [fhNext £ SavelClose &J Cancel Tasks ~
Edit |
Unprint 1099-Misc

0701) - Status: (Needed)

1099 History Unprint 1099-NEC |
5 1-Non-Employee SIT Witht  ViewSSNorTaxlds  Ctl+l | | ® 5-Vendor Info
NonEmployee Adjust 500.00 E 6 - Adjustments Problems
..... Imported 40,00 Duplicate Vendor in System, Combined Record
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Duplicate Tax ID

Go to Finance — Purchasing — Vendors

Active: Yes

Click Go to get list

Click on List Tab

Click on header Federal Tax Id to sort by this column
Click on header State Tax Id or SSN to sort by this column

% & - Finance - Purchasing - Vendors

Search List
[=7 Open Ej MNew % Export Tasks + ] Grid

e |If there are duplicates need to research

e Open Vendor Records and update according to W9 form that is attached to the Vendor
Record

e If payments need to be combined, then manual adjustments are needed on the 1099 in
both records

e Follow same steps as a duplicate vendor
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Review Canceled Checks

Run a RegPay09 — Cancel Check Register to determine if any checks were reported in
prior calendar year and canceled and reissued in current calendar year. A manual
adjustment will need to be made for the canceled amount in current calendar year.

Go to Finance — Reports — Reqg/Payment

e Reissued? Yes - include Reissued Checks
e Starting Check Date: 01/01/2024

e Ending Check Dates: 12/31/2024

e Starting Check Cancel Date: 01/01/2025
e Ending Check Cancel Date: 12/31/2025

& & - Finance - Reports - Req/Payment This is a great
st Request/Repor report to
o @ v J S 4 i
>3 Go @) Go/Export < Clear @ Prev @ Next @& @ Create a
Request q
repot Favorite and
Request .
2 1- Report use Mnemonics
Report Number & ReqPay09
Description & Cancel Check Register
Report Sample 8% ReqPay09
Report Favorite ID a
B 2 - User Options
Bank Account(s) COUNTY {County}
Register(s)
Source No Restriction
Pay To No Restriction
Payment Method No Restriction
Reissued? No - DO NOT include Reissued checks
Starting Check Date 1/2/2024 {BCC-365}
Ending Check Date 12/31/2024 {BCC-1}
Starting Check Cancel Date 1/1/2025 {BCC}
Ending Check Cancel Date 12/31/2025 {ECC}

e Report will list all vendors with canceled checks.
e Identify 1099 Vendors

e Review Issued Date and Canceled Date

e Note Amount to post as 1099 Adjustment

e Enter Adjustment to 1099

ReqPay09a Cancel Check Register

Cancel Register (01/24/25) Bank Account COUNTY - County

Issued Original Cancel

Number Type Amount (Status) Fund R i (Date) Payee
2071489 A 120.00 12/27/24 (C) 01 000852 (01/24/25) Kyocera Document Solutions (000325/2)
120.00 Number of ltems 1 Totals for Cancel Register (01/24/25)
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Go to Finance — Processes — Tax Reporting — Vendor 1099

Calendar Year: 2025

Click Go to generate the list

Open Vendor Record, Go to Tasks to select Edit
This will “Unlock” the fields

2 9 -~ RUEy\:{el Finance - Processes - Tax Reporting - Vendor 1099

Search  List Form
W Delete [y Frev [wh Net £5 Close WP Cancyl | [7] Tasks =

N A
Unprint 1099-Misc
1099 History Unprint 1099-MEC
5 1- Non-Employee SIT Withheld View S5M or Tax Ids Ctrl+1 ]
MNonEmployee Adjust & 0.00
.. .. Imported & 0.00
.. .. System & 0.00
... Total & 0.00
SIT Withheld Adjust & 0.00
.. .. Imported & 0.00
.. .. System & 0.00
... Total & 0.00

e Enter a negative adjustment for the amount of the canceled check in appropriate box

e Enter Adjustment Reason for history purposes

1099 History

E 1 - Non-Employee _SIT Withheld 5 6 - Adjustments _Problems
NonEmployee Adjust (24.40) Adjustment Reason Canceled Check From 2023
.. .. Imported Box13 Code a4
.. .. System Calendar Year & 2024
.. .. Total Fom1059 a
SIT Withheld Adjust

.. .. System
.. .. Total

[

[

1
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Review Stale Dated Checks

Stale dated checks that were reissued will need to be reviewed for 1099 vendors. The
payments would have been reported when the payment was originally created. These will
need to be manually adjusted for current 2025 calendar year based on constructive
receipt when funds were available. The Fiscal03 report must be run twice since it is
driven by the fiscal year; otherwise, part of the year’s data will be missed.

Go to Finance — Reports — Fiscal — Fiscal03

& & -~ Finance - Reports - Fiscal
List Request/Report
=3 Go @) Go/Export v &J Clear @ Frev [4h Next e Close 3 Favortes ~
Request Report
B 1 - Report
Report Number & Fscal03
Description Y A=l & & - Finance - Reports - Fiscal
Report Sample 8% Fscall3
Report Favorite ID a Lst  Request/Report
B 2 - User Options &3Go @) Go/EBpot v EJ Clear [ Frev [h Net @ Close 3 Favortes
Fiscal Year 2025 {2024/2025}
Start Date 1/1/2025 Request ' Repor
End Date 6/30/2025 Request
Unposted JEs? No - Do Not Include unposte| | |5 - Report
Ref&? Yes - Show Ref# Report Number a Fiscal03
E 3 - Account Selection Description & Account Balance Transaction Detail by Object
Assets and Liabilties? Yes - Include all accou Report Sample 8% Fiscal03
Restricted? Yes - Include restricted acco Report Favorite 1D a
Acct Num B 2 - User Options
Fund Fiscal Year 2026 {2025/2026}
Resource Start Date 7/1/2025
Year End Date 12/31/2025
Goal Unposted JEs? No - Do Not Include unposted JE
R : Reft? Yes - Show Ref#
unction | | & 3- Account Selection
Object 9515 {Outdate Warrant| Assets and Liabilkies? Yes - Include all account types
| Restricted? Yes - Include restricted accounts
Acct Num
Fund
H . R
e Fiscal Year: 2025 s
e Start Date: 1/1/2025 Sl
unction
e End Date: 6/30/2025 Object 9515 {Outdate Warrant}
e Assets and Liabilities: Yes
e Object: 9515 Fiscal Year: 2026
e Click Go Start Date: 7/1/2025

End Date: 12/31/2025
Assets and Liabilities: Yes
Object: 9515

Click Go

1
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Example Fiscal03 Account Transaction Detail by Object-Balance

Review the stale dated check reports. Check to see if any of the reissues are to 1099 vendors.
These will need to be manually updated to decrease the 1099 Form for amount of the stale
date for the calendar year.

Fiscal03a Account Transaction Detail by
Object-Balance
Detail for Dates 01/01/20..} through 12/31/20 Fiscal Year ____. _.
Pay To Trans Account
Ref# Name Journal # Description Date Debit Credit Balance
Fund 01 - General Fund
01-0000-0- - -9515- - Outdated Warr Unrestricte
Balance Forward 01/01/24 4,532.31 4,532.31
CT24-01954 OCT 2023 SCOE COMM STALEL 05/14/24 1,150.40 1,150.40
Cronin, Hannah M EX24-00715 replace staledate 1987401 10-4-2! 05/22/24 1,150.40 00
Account Total 12/31/24 5.682.71 5682.71
Total for Org 001 and Fund General Fund 5,682.71 5,682.71 .00

Go to Finance — AP — Payments

2% %« Finance - AP - Payments e Enter Check Number
Search e Click Go to review issue date

I=} Go Q Clear .’J Mew {:f Favortes «

Search Cnitena - Payment .

El 1 - Payment Information
Payment Type
Invoice Mumber
Pay To Mame
Reference Mumber
Approval Batch Id
Check Mumber 1987401
Bank Id

Example Review Check Payment

This example is an Employee Payment Type; therefore, it wouldn’t require a 1099 Form so no
adjustment is needed.

2 8 ~ Finance - AP - Payments

Search List
= Open I New B Expot [ ~ 2] Tasks + (5] Grid

Pymt Type | Pay ToMNa @ | Garn Invoice (& & Payment Amt = Reference #
Hannah M. Cr 93072023

Employee
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Manually Add a Vendor for Services Paid Outside of Frontline ERP

Payments for services made outside Frontline ERP, such as Revolving, Petty Cash, ASB
(Associated Student Body), Wire Transfers, or one-time payees paid through a Direct
payment, must be manually added to the Vendor 1099 Record. The vendor must be active in
Frontline ERP first and flagged for 1099.

Direct Payments made for Services that are subject to 1099 reporting, they will not show up on
the 1099 Vendor list even if object code is flagged as 1099 reportable. Districts will need to be
manually added to the 1099 activity.

Go to Finance — Process — Tax Reporting — Vendor 1099

e Calendar Year: 2025
e Click Go to generate the list

& & - Finance - Processes - Tax Reporting - Vendor 1099

Search
Clear g_‘j’ Favorites ~
Search Criteria - 1099 Vendor Search [=]
Calendar Year 20X

Vendor Name

e From the List Tab click New to add vendor to the 1099 Vendor list

¥ & ~ Finance - Processes - Tax Reporting - Vendor 1099

Search List
n@ - M (A Tasks + 3] Grd
Vendor 1099 = Vendorld = Year | TaxID¥ Vendor Name | 1099 Nz

Enter the Vendor Code (Vendor must already exist and flagged as 1099)
Enter all necessary 1099 data for the vendor

Enter Adjustment Reason

Save/Close

For the manually added vendor to show on your 1099 vendor list, be sure
to do a new search to refresh the 1099 list to show the changes

This manual vendor record may still need some editing to report correctly
e Review if vendor flagged for 1099
e Review Tax Id
I ——————
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Section 7 — Frontline ERP 1099 Verification Reports

1099 Snapshot
The 1099 Snapshot is available after the new Frontline ERP release in mid-December.

Go to Finance - Process —Tax Reporting —=Vendor 1099

Copy of the proposed 1099 form is available from the list
e Highlight vendor
e Click on Preview Button Magnifying Glass in tool bar to open snapshot

> &~ Finance - Processes - Tax Reporting - Vendor 1099

Search List

[=7 Open 'E'J Mew % Export Tasks ~ 5 Grid

Vendor 1099 = Vendorld | Year TaxID Vendor Name 1099 Name Line 1

] CORRECTED (f checked)
PAYER'S name, street address, oy, state, ZIP code, and telephone no OMB No. 15450116 Snapshot

ABCD SCHOOL DISTRICT
Nonemployee

5555 HWY 12
SANTA ROSA, CA 95403 2025 Compensation
Form 1099-NEC
(707) 565-1234 1
PAYER'S federal RECIPIENTS ‘umber
452381410 20-2002069 s 228843 Copy 2
RECIPIENT'S name. street address (inchuding apt. no.). oity, state 2 Payer made direct sales of §5.000 or more of consumer
Products 1o buyer (recpwent) for resale
North Bay AVS Design 5
7 Voss Park Circle Tabetied
Santa Rosa, CA 95403 with
4 Faderal incoms tax withheld recipient’s
Account number (optional) s state income
tax return,
when required.
”“E‘]""‘ B e CABBI000 |4 228843
s |

s
Department of Treasury - Intemal Revenue Servioe

Form 1099-NEC

L] CORRECTED (if checked)
1

PAYER'S name, street address, Gity. state, ZIP code. and telephone no. Rents OMB No. 15450115 snapshot
ABCD SCHOOL DISTRICT
5555 HWY 12 a Miscellaneous
SANTA ROSA, CA 95403 Z oyt 2025 Information
s Form 1099-MISC
(707) 555-1234 3 Other Income. 4 Federal income tax withheld
PAVERS federal RECHENTS
45-2381410 81-3908900 s s Copy 2
RECIPIENT'S name. street address (inchuding apt. no.). ity state 5 Fishing boat proceeds. 6 Medical and health care
Redwood Pediatric Therapy Inc $ S SEN
340 Tesconi Circle, Suite C T SRS o move o s | © e & paarest To be filed
Santa Rosa, CA 95401 Pgrmse s with
9 Crop insurance proceeds |10 Gross proceeds paid 1o recipient’s
"Account number (optional) - i state income
11 Fish resae 12 S Deferrals 14 Excess Golden Parachute |15 Nonqualfied Deferred Compe tax return,
s s > ot s when required.
ISm 2nd TiN not. 16 State tax withheld 17 StataPayer's state no. 18 State income
S CA 8223218-2 s 3,894 94
| O s s
Form 1099-MISC. Department of Treasury - intemal Revence Senvice

1
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RegPay16 — Vendor 1099 Detail (With No Restrictions)

For District Review Only, DO NOT SUBMIT

About the Report

The report provides a detailed list of vendors who will be receiving 1099 MISC and/or 1099
NEC forms from your district. It marks those with incomplete addresses, amounts under the
minimum, missing tax IDs, the 1099 flag turned off in the vendor record, negative dollar
amounts, and vendors with foreign addresses. At the end of the report, it also includes a
listing of all the objects set up for 1099 processing.

Purpose
The purpose of this report is to help you work through 1099 errors and provide a document of
1099s generated.

Who Should Use
The person responsible for 1099 processing (e.g., AP, Accounting, or Information Services
staff member) would print this report.

e Run list with no restrictions
Tax Year: 2025
o Problems: NO Restrictions
= Use this filter to run the report for specific problems when first working the
list, e.g., Incomplete addresses, Missing Tax Id, 1099 Turned off

o Full Name: Yes — Show the Full 1099 Name
o Employeeis: Any Org — Employee can be in any Org

% & ~ Finance - Reports - Req/Payment
List Request/Report
7 Go @) Go/Expot ~ K3 Clear [4h Prev [l Nedt @ O g Favoites  ~
Request Report
= 1 - Report
Report Number 8 ReqPay16 Problems? X
Desciton 8 Verdor 109 Dt
Report Sample &% RegPay16 -
Report Favorite 1D a Description &
& 2 - User Options - Negative $
Tax Year 2025 # Unknown Tax Id format
Form Type No restriction 7 Missing Tax Id
Foreign? No - Select vendors regardless of foreign address @ Incomplete Addresses
Out of State? No - Select vendors regardless of state address 109Ss having no problems
Employees? No - Select vendors regardiess of employee status NO Restrictions
Problems? NO Restrictions Only 1099s with problems(@/U/2/8/x/)
B 3 - Report Options . e HE/2)
Reason? No - Do NOT Show Adjust Reason Under Min §
Full Name? Yes - Show the Full 1099 Name (Line 1 and 2 could take 3 lines) 1099 off at
Full SSN? No - Do NOT Show the Full 55N (masked) S sl
Employee is Any Org - Employee can be in any Org

1
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ReqPay16 Vendor 1099 Detalil

e This report is not intended to match the 1099 list. It is built using the same logic that
builds the 1099 file. Therefore, your list and the report may not match. If you make
any changes to the 1099 setup (e.g., changing components), you will need to reload
the list in the Vendor 1099 activity in order for those changes to be reflected in the
report.

e The report determines which form the vendor should receive based on the payment
types in the 1099 boxes:

e 1099 MISC = Vendor has payments for Rents (Box 1), Royalties (Box 2), Other (Box
3), Med/Health (Box 6), EGPP (Box 13), GPPA (Box 14), or State Income Tax (Box
16) boxes.

e 1099 NEC = Vendor with payments for Non-employee Compensation (previously
Box 7).

e 1099 vendors with zero amounts in all boxes will not be included in the report.

e The report uses the address in the vendor record flagged as 1099. If no address is
flagged, the report will use the address in the Vendor record. If more than one
address is in the record but none is flagged as 1099, the report will use the default
remit to or the default issue.

ReqPay16a Vendor 1099 Detail
Tax Year 2025 Tax Id 45-2381410
Vendor MISC
I Id Tax Id Vendor Name Rents Royalties Non-Empl Other Med/Health EGPP GPPA State Inc Tx
N x 000601 20-3965680 Alcatraz Cruises 771.75
N x 000703 Valley Union 885.98
School District
N x 000790 81-1216313  Ally Technology Consulting 12,750.00
N x 000658 Alpha Analytical Laboratories 3.089.00
N 000058 ###-H#-HH##H Ane Rovetta 2,400.00
N x 000807 33-2760191 Astro Jump Events Inc 147440
dba Astro Jump Sonoma
N 000772 68-0309534 Boys and Girls Club 10,045.00
of Sonoma-Marin
N 000805 ###-#it-#Hns Brennan DeFrisco 5,000.00
N x 000710 03-0588488 Carr's Construction Service 21,150.00
N x 000026 68-0422370 Charles M Schulz Museum 112.00
N x 000315 Clark Pest Control 280.00
of Stockton Inc
N x 000787 77-0310832 Conservation Ambassadors 1,300.00
Ince
B = both forms where the employee was on a
M = 1099 MISC form payroll in the same calendar year
N = 1099 NEC form < = Under Min $
* = Out of state. The vendor ? = Missing Tax Id
address is out of state ¥ = 1099 turned off at vendor
@ = Incomplete Address - = Negative §
& = Employee also. The Vendor I = Foreign Corporation
SSN matches an employee SSN, # = Unknown TIN Format

1
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RegPay18 — Vendor 1099 Check Detail

For District Review Only, DO NOT SUBMIT

About the Report
The report provides a listing of those vendors who will be receiving 1099s from your district. It
lists the vendor ID/Tax ID, vendor name, check numbers and dollar amounts.

Purpose
The purpose of this report is to review vendor checks that are included in 1099s and show the

check detail for reconciling the 1099 "system" amounts.

Who Should Use
The person responsible for 1099 processing at your district would print this report. This may be
an AP, Accounting or Information Services staff member.

This report is not intended to match the 1099 list. It will report all checks written to a vendor
where the 1099 flag is set to Yes, AND find all checks for an account with object where the
1099 flag is set to Yes.

Go to Finance — Reports — Reg/Payment — ReqPay18

e Tax Year: 2025
e Click Go

% & - Finance - Reports - Req/Payment

List Request/Report
£ 0 (@) GoExpor - W [y Prev [4h Next £, Close <y Favorites -

Request Report
= 1 - Report
Report Number & ReqPay18
Description & Vendor Check Detail
Report Sample &% RegPay18
Report Favorite 1D a
B 2 - User Options
Tax Year 20X
Vendor Name
Vendor Id
Box
With Changes? No Restriction
Unreported Vendors? No Restriction - select both Viendors with and without emors

1
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Example RegqPay18 Vendor Check Detail by Check #:

ReqPay18a

Vendor Check Detail by Check #

Vendor Vendor Check 1099 . N\
Name Id Check # Amount Fund Object Box Reported Review
ACQUA CLEAR 051825 5018846817 40.00 010 4300 40.00
5018847385 40.60 010 4300 40.60
5018847748 77.83 010 4300 77.83
5018847904 103.76 010 5699 1 103.76
5018848063 81.21 010 4300 81.21
5018848786 40.00 010 4300 40.00
5018849684 79.40 010 4300 79.40
5018850677 80.00 010 4300 80.00
5018850778 103.76 010 5699 1 103.76
5018851833 40.00 010 4300 40.00
5018852563 80.23 010 4300 80.23
846.79 207.52 639.27
ACSA FOUNDATION/ED ADMIN 03346 5018850043 660.00 010 5300 660.00
5018850476 1,347.00 010 5300 1,347.00
2,007.00 .00 2,007.00
ACSA INCORPORATED 41060 5018847307 5,600.00 010 5810 7 5,600.00
5018848393 12,400.00 "o 5810 7 12,400.00
5018849527 903 6l 010 5810 i 903.60
5018850552 5‘250‘@ 010 5810 T 3,250.00

e |[f there is an amount in the Review column and not in the Reported Column then the
transaction will need to be reviewed to confirm amount should or should not be included in

the 1099 reported.

e The check amount and/or vendor total line will display an asterisk (*) if the check
amount(s) does not equal the reported amount(s) plus the review amount(s). This does not

necessarily mean there is a problem, simply that there is a difference, but the amount

should be verified.

IMPORTANT

If changes are made to a vendor record, you
must refresh the Vendor 1099 List by performing
a “New Search” in the Vendor 1099 activity to

reflect changes 1099 Reports

Finance — Processing — Tax Reporting — Vendor 1099
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RegPay28 — Vendor Activity History

For District Review Only, DO NOT SUBMIT

About the Report

The report details the vendor activity, gathering data through location information. This report
is based on requisition and payment data. In addition to the detail reports, this report also has
two summary options, one sorted by vendor name, the other by vendor ID. These options
collapse all detail into a single line for a vendor.

Purpose
The purpose of this report is to review vendor detalil.

Who Should Use
AP, Accounting, or Information Services staff member responsible for vendor reconciliation
would print this report.

Go to Finance — Reports — Reg/Payment — Req/Pay?28

e 1099 Subject? Use the lookup to either include ONLY vendors subject to 1099 reporting
or ONLY vendors that are NOT subject to 1099 reporting or BOTH. (Defaults to both types.)

e Starting Transaction Date: 1/1/2025 {BCC}

e Ending Transaction Date: 12/31/2025 {ECC}

& & - Finance - Reports - Req/Payment

List Request/Report
(=) Go @) Go/Expott v &J Clear [y Prev [ Next (i 5. Favorites +

Request Report

E 1 - Report =
Vendor Id - Detail
Report Number & ReqPay28 o a) = =
Description & Vendor Activity History () b) Vendor Name - Detail
Report Sample &% ReqPay28
{ Vendor Id - Sul

Report Favorite 1D ] :’} €) Vendor mmary

= 2 - User Options () d) Vendor Name - Summary
1059 Subject? Both subject and not subject vendors

Vendorls)
Vendor Sort Name(s)
Vendor Category(s) . .
Status Active Vendors only This report is used to help
Minimum Total Expense . . .
W Tl Epere identify Foreign and Out
vity Date
B 3 - Vendor Detail Selection of State Vendors
Starting Transaction Date 1/1/2025 {BCC}
Ending Transaction Date 12/31/2025 {ECC} T

Zip Codefs)

Country(s)

Foreign? Yes - Select ONLY activity having a foreign address
Out of State? Yes - Select ONLY activity having Out of State address
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Example RegqPay28 Vendor Activity History by Vendor:

ReqPayZ8a Vendor Activity History by Vendor #
Direct
Req # Effective PO # Check # Invoice # Order Expense Expense
000338 Jubiles Jumps 10397 Yes 1099 Box T Last Used  04/18/2023
Jubilee Jumps
380 Rohnert Park Exp
Rohnert Park, CA 84828
R23-00154 04/18/2023 P23-00153 1.112.40
R23-00154 04/18/2023 1965703 14311915 1,112.40
Total Address 1,112.40 1,112.40
0.00

In the line where the Vendor name is reflected, the report will indicate if a 1099 Vendor, and if
Yes, Box number.

Below the Vendor name and address will be a list of payments made to the vendor for the
calendar year.

See Section 1 - Hiring a Foreign and California Nonresident Alien Vendor for detailed
instructions for foreign vendor/out of state reporting.

IMPORTANT

If changes are made to a vendor record, must
refresh the Vendor 1099 List by performing a
“New Search” in the Vendor 1099 activity to
reflect changes 1099 Reports

Finance - Processing — Tax Reporting — Vendor 1099
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Section 8 - Final Submission Checklist and Reports
1099 REVIEW CHECK-OFF LIST FOR 2025

LEA has reviewed and verified the following:

____Vendors requiring a Form 1099 have been flagged for 1099

____Vendors whose Form W9 provided an SSN have been set up in Frontline ERP with their full name

__Vendors whose Form W9 provided a TIN have been set up in Frontline ERP with their business
names

____Vendors whose Form W9 provided a TIN and their full name have been set up in Frontline ERP
with their DBA

____Independent Contractors have been set up in Frontline ERP with their SSN

____Vendors marked “&” indicating that they are also an employee, have been verified:

o The vendor meets the ABC Test OR
o It was determined payments should have been processed through payroll and payroll
history has been created

____All Frontline ERP identified Problems have been resolved
Listed below are a few:

- Missing Tax ID - Incomplete address
- Negative amounts - SSN or TIN invalid format

____ STRS retiree payments have been reported to SCOE, STRS Retirement Analyst, Alli Britton

____Vendors who had a change in reporting status or ownership have been set up correctly in
Frontline ERP for 1099 reporting

____Foreign and Out-of-State Vendors whose payments total $1,500 or more, are being furnished with
Form 592-B; Form 592 has been filed quarterly and payments sent to the Franchise Tax Board

___Foreign Vendors are being furnished with Form 1042 by March 15 and all Federal deposits have

been made
__ Number of 1099-MISC Forms Number of 1099-NEC Forms
LEA CBO/Business Manager Signature Date

Submit to Jsarsfield@scoe.org, Tpham@scoe.org, Carend@scoe.orq, Jliu@scoe.org

1
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RegqPay07 — Vendor 1099 Log (With No Restrictions)

The FINAL search for “1099’s with no restrictions” should be ran in order to get the final 1099
total forms to be printed. This will need to be entered on the Final Submission Checklist. These
reports do not need to be submitted to SCOE Business Services with the checkilist, it is for
review purposes only.

About the Report

The report provides a listing of those vendors who will be receiving 1099 MISC and/or 1099
NEC forms from your district. It lists the vendor ID/Tax ID, vendor name, the amount calculated
from the 1099 process, the imported amount, any adjustments, and the total. It also includes a
summary of Federal and California State returns at the end of the report.

Purpose
The purpose of this report is to review vendor amounts that are included in 1099s.

Who Should Use
The person responsible for 1099 processing at your district would print this report. This may be
an AP, Accounting, or Information Services staff member.

& & - Finance - Reports - Req/Payment

List Request/Report

Ix Go E] Go/Export v Q Clear @ Prev B Next (& 5. Favorites «

Request Report

B 1 - Report
Report Number & ReqPay07
Description & Vendor 1099 Log
Report Sample &% ReqPay(07
Report Favortte ID & Run list with no restrictions

B 2 - User Options
Tax Year 2025
Foreign? No - Select vendors regardless of foreign address (@] TaX Yeal’ . 2025
Out of State? No - Select vendors regardless of state address . . g
Employees? No - Select vendors regardless of employee status ¢ Pro b I ems: N O reStrlCtlonS
Problems? NO Restrictions .

5 3- Report Options o Full Name: Yes — Show the Full 1099
—= o Name

oyalties ? es - e Royalties .

Other? Yes - Include Other Income (@) Employee is: Any Org — Employee
Med/Hith Care? Yes - Include Medical and Health Care Payments 1
Nonemployee? Yes - Include Nonemployee Compensation can be In any Org
EGPP? Yes - Include Excess Golden Parachute Payments
GPPA? Yes - Include Gross Proceeds Paid to an Attomey
SIT? Yes - Include State Tax Withheld
FIT? Yes - Include Federal Tax Withheld
NEC SIT? Yes - Include NEC State Tax Withheld
NEC FIT? Yes - Include NEC Federal Tax Withheld
Reason? No - Do NOT Show Adjust Reason
Full Name? Yes - Show the Full 1099 Name (Line 1 and 2 could take 3 lines)
Full SSN? No - Do NOT Show the Full SSN (masked)
Employee is Any Org - Employee can be in any Org
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002920 GE6-0119546
003767 68-0200546
001682 98-0489338
003233 81-1653329

-

003878 B0-0343123
001845 952483722
001905 B80-0722734

T T ETTTTETTTTETZTTTTTZTTETETTTT T
=
=

oM A W M W MW W W W

ReqPay07a

Vendor
Id Tax Id Vendor Name
x* 002686 38-1889682 The Smilh-Alcantar Corp
x* 000736 04-2933611 Therapro, Inc
< 000421 GB-0334242 Thomas Martin
X* 000723 T74-1390895 Tifco Industries
* 0DDATS 52.2280045 Tobi Dynavex LLC
X Q03897 47-4882009 Together Behavior
x*  QDDGAT 250900485 Trane
x* 000610 BE6-0716114 Troxell Communications
X' 001182 U.S. Bank
X Q0253 860933835 United Rentals Morthwest Inc,
X' 002105 20-09658969 United Site Srvs. of Cal. Ing.
x* 000463 953600314 United States Academic
Q03464 J4G6-4727800 University of Oregon
X' 003500 B1-0605032 Us - TICKET

‘Vada Child Therapy, LLC
W.J. Michaels Service Co.
Waterlogic USA

Wellness Together

Q03034 B4-0973303 Westemn States Fire
003330 94-1492715  Westem Tool & Supply Co.
001071 453086648  White Cak Golf Club
000258 68-0171310 Windustrial Co.

* 000321 B87-0262989  Wom-Door Cormporation

Workability 1, Region 3
Wun West Psychological Serv
ZOHO Corporation

Vendor 1099 Log

System Import Adjustment

Amount Amount Amount Total
387527 1497527
132.47 132.47
328.18 328.18
455 64 435,64
803.30 803.30
1,375.00 1.375.00
2. 22566 2.225.66
11231274 11231274
12,709.38 12.709.38
216.80 216,80
1.741.684 1.741.84
3M5.00 315.00
300.00 300.00
192.44 192,44
1,061.25 1.061.25
770.00 770.00
TO1.24 791.24
119,529.65 119,529.65
7.360.00 7.380.00
1.010.02 1.010.02
74431 744,31
45.02 45,03
25,049,839 2504989
125.00 125.00
B32.68 632.68
1,080.00 1.080.00
291 Vendors 17,345,607.02

TOTAL 1099-MISC RETURNS
** Includes UnReported Vendors **
Total Rents 14,708.38
Total Royalties 00
Tatal Other Income 00
Total Medical & Health 00
Total EGPP 00
Total GPPA 00
Total Amount Reported 14,708.38
Total State Income Tax 00
Total Federal Income Tax 00
Total Number of Forms 1

TOTAL 1098-NEC RETURNS
** Includes UnReported Vendors **
Total Nonemployee 17,330,897 64

Total State Income Tax 00
Total Federal Income Tax 00
Total Number of Forms 43

N = 1099 NEC form
M = 1099 MISC form

REPORT ERROR LEGEND

- = Megative $
' = Foreign Corporation

B = both forms

¥ = 1099 turned off at vendor
@ = Incomplete Address

< = Under Min $

? = Missing Tax Id

# = Unknown TIN Format

* = Qut of state. The vendor address is
out of state

& = Employee also. The Vendor SSN
matches an employee SSN, where the
employes was on a payroll in the same
calendar year
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RegPay16 — Vendor 1099 Detail (With No Restrictions)

The FINAL search for “1099’s having no restrictions” ReqPay16 report must be reviewed for
accuracy. This does not need to be submitted to SCOE Business Services it is for review
purposes only.

About the Report

The report provides a detailed list of vendors who will be receiving 1099 MISC and/or 1099
NEC forms from your district. It marks those with incomplete addresses, amounts under the
minimum, missing tax IDs, the 1099 flag turned off in the vendor record, negative dollar
amounts, and vendors with foreign addresses. At the end of the report, it also includes a
listing of all the objects set up for 1099 processing.

Purpose
The purpose of this report is to help you work through 1099 errors and provide a document of
1099s generated.

Who Should Use
The person responsible for 1099 processing (e.g., AP, Accounting, or Information Services
staff member) would print this report.

e Run list with no restrictions

Tax Year: 2025

Problems: Only 1099’s with no restrictions

Full Name: Yes — Show the Full 1099 Name (Line 1 and 2 could take 3 lines)
Employee is: Any Org — Employee can be in any Org

O O O O

& & - Finance - Reports - Req/Payment
List Request/Report
= Go a Go/Expot = Q Clear B\y Prev @ Next “f Favortes «
Request Report
Request
= 1 - Report
Report Number 8 ReqPayl6
Description 8 Vendor 1099 Detai
Report Sample 8% ReqPayl16
Report Favorite ID a
E 2 - User Options
Tax Year 2025
Form Type No restriction
Foreign? No - Select vendors regardless of foreign address
Out of State? No - Select vendors regardless of state address
Employees? No - Select vendors regardiess of employee status
Problems? NO Restrictions
E 3 - Report Options
Reason? No - Do NOT Show Adjust Reason
Full Name? Yes - Show the Full 1099 Name (Line 1 and 2 could take 3 lines)
Full SSN? No - Do NOT Show the Full SSN {masked)
Employee is Any Org - Employee can be in any Org

1
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e This report is not intended to match the 1099 list. It is built using the same logic that
builds the 1099 file. Therefore, your list and the report may not match. If you make
any changes to the 1099 setup (e.g., changing components), you will need to refresh
the list in the Vendor 1099 activity in order for those changes to be reflected in the

Vendor 1099 Detail

Tax Id 45-2381410

Id Tax Id Vendor Name Royalties Non-Empl Other  Med/Health EGPP GPPA State Inc Tx
Nx 000650 A-Z Bus Sales 186.03
N x 000718 ADROIT 3831917
N x 000011 ADTS Inc 129.00
Nx 000601 Alcatraz Cruises 544.00
Nx 000658 Alpha Analytical Laboratories 2,430.00
Nx 000228 Bil's Lock & Safe 10,423.94
N x 000710 Carr's Construction Service 3,580,567 42
Nx 000026 Charles M Schulz M 85.00

REPORT ERROR LEGEND

B = both forms

M = 1099 MISC form

N = 1099 NEC form

* = Qut of state. The vendor
address is out of state

@ = Incomplete Address

& = Employee also. The Vendor
SSN matches an employee SSN,

where the employee was on a
payroll in the same calendar year
< = Under Min $

? = Missing Tax Id

x = 1099 turned off at vendor

- = Negative §

! = Foreign Corporation

# = Unknown TIN Format

FRONTLINE ERP 2025 1099 REPORTING

69



mailto:jsarsfield@scoe.org
mailto:jliu@scoe.org
mailto:tpham@scoe.org
mailto:carend@scoe.org

