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Recording Reportable Payments

1. On the voucher at the time of payment (recommended)
 Applies to both manual entry vouchers and interface files
 Main Menu > Accounts Payable > Vouchers > Add/Update > Regular Entry

2. Through the Adjust Withholding screen in SABHRS
 Main Menu > Suppliers > 1099/Global Withholding > Maintain > Adjust 

Withholding 

There are two ways to record a reportable payment
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Recording Reportable Payments
When creating a voucher, 

locate the withholding
link on the Invoice
Information tab

Check the 
Withholding 

Applicable box

Click the 
Withholding Code 

magnifying glass to 
show code options

Return to the 
voucher by clicking 
“Back to Invoice”
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Recording Partially Reportable Payments

Create two lines:
One for the amount not subject to withholding
One for the amount to be reported on the corresponding 1099 form

Add a new invoice line to break 
out the reportable & 
nonreportable amounts

Make sure to update the Line Amount 
to the correct withholding total 

Updating the Description is a 
helpful way to differentiate the 
reportable vs. nonreportable 
lines in the next step
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Recording Partially Reportable Payments

After creating two 
invoice lines in the 
voucher, click the 

withholding link on the 
Invoice Information tab

Select “View All” to 
see all lines created

Make withholding 
selections, then navigate 
back to the voucher by 

clicking “Back to Invoice”
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THANK YOU!

Thank you for watching!

Questions? Please Open a Case – SAB in ServiceNow or call 
406‐444‐3092

https://montana.servicenowservices.com/sp
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