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1099 Reporting: Verifying Reporting Information

• MTAP_PAYMENT_DETAIL_REPORT will show all
payments made by the business unit entered for
the date range selected

• Query includes the supplier’s government class, 
helping to determine reportability

• Run this query regardless of how the suppliers get
marked for 1099 reporting (interface or manual)
o Doing this will reduce corrections & help

realize the volume of your agency’s 1099
MISC/NEC reporting

• Sorting the query by supplier name will
help you quickly determine if all payments 
to the supplier have correctly been 
marked for reporting

TIP: If your agency processes a large 
number of payments, running for a 
smaller date range may produce 
quicker results
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1099 Reporting: Verifying Reporting Information

• MTAP_PAYMENT_DTL_BY_SUPPLIER will 
show all payments for a specific supplier ID 
made by the business unit entered for the 
date range selected

• This query is a direct copy of the 
MTAP_PAYMENT_DETAIL_REPORT query, but 
was modified in the prompt to allow users to 
pull results for Supplier ID.

• Use to narrow your search results or assist a 
supplier with 1099-related questions 
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1099 Reporting: Verifying Reporting Information

• MTAP_1099_VCHR_INFO is a helpful tool to use when answering questions from suppliers 
1099-related questions

• Search by supplier TIN
• Results will populate all payments made to that supplier across all Business Units you have 

access to, including amounts, descriptions, and dates
• Use the results of this query along with the Adjust Withholding screen to answer any 

questions you may receive 
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1099 Reporting: Verifying Reporting Information

In the query results
shown, you will notice the

variation in the
withholding code 

information

If ABM was paid for the
same type of services for

each payment, the
withholding information 

should be consistent

If you see a payment with
a description that clearly 

indicates a service
provided, but is not

marked, you may want to
investigate further

Reviewing the Information
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1099 Reporting: Adjust Withholding Screen

• Navigate to: Main Menu > 
Suppliers > 1099/Global 
Withholding > Maintain > Adjust 
Withholding

• Enter the Supplier ID and click 
search

• If more than one location is 
shown, check all to make sure you 
are not missing information 

• No withholding adjustments 
allowed for prior years

• Adjustments will not reflect on 
original voucher screen
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1099 Reporting: Adjust Withholding Screen

• Enter the Business Unit, Type*, and date range 
• *Type is not a required field. You may wish to leave it blank in order to pull 

all reporting types for the supplier 
• Click Search
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1099 Reporting: Adjust Withholding Screen

• Only the first line of results will populate. Select “View All” to see all results
• Click the expansion arrow to see all columns
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1099 Reporting: Manually Add Withholding

• If there are no entries yet, enter your information on the first legacy line
• If there are existing entries, select the on the far right of the last line in 

the series – this will create a blank line to make your entry
Never use the         to delete original lines

• Enter the BU that issued the payment, and it will auto-populate the full BU 
which may need to be adjusted to match the voucher information

• Select the correct withholding classification in the “Class” column
• Enter the payment amount
• Select the original payment date
• Include relevant information in the description regarding the original 

payment – i.e. reference ID, the reason for the addition, initials, etc.
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1099 Reporting: Manually Adjust Existing Withholding

• To adjust or remove existing withholding lines use the        on the line that 
you need to correct

• Reverse the original line completely, then add a third line with the correct 
amount or withholding class

• Below is an example of how to correctly change a payment’s withholding 
class from M03 to M02

• Adjustments can be made for incorrect BUs, WH class, and amounts
• NEVER delete a supplier’s original entry line
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1099 Reporting: Common Errors

• Selecting ‘1099’ as the Withholding Type. This 
is no longer a valid type.  
o Please select 1099G, 1099M, or 1099N 

• Marking a foreign vendor payment for 
withholding
o Foreign vendor payments are generally not 

1099 reportable
o If you think one of your foreign vendor 

payments is 1099 reportable, please 
contact SAB and we will help you 
determine if it is 

• Marking Payment Plus payments for 
withholding
o SABHRS does not pick up PPlus payments 

so these can be ignored
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1099 Correction/Duplicate Request

o ServiceNow 1099 Correction/Duplicate Request (Form 222)
• Used by agencies to request either a duplicate or correction to form 1099-

MISC, 1099-NEC, or 1099-G after the deadline
• Upon completion, corrected form will be submitted to the IRS and mailed 

to the payee

ServiceNow

https://montana.servicenowservices.com/sp?id=sc_cat_item&sys_id=5402b4cbdb7e7b009ecc362f7c961926&sysparm_category=e91813c8db4af3009ecc362f7c961995
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1099 Correction/Duplicate Request

ServiceNow 1099 Correction/Duplicate Request (Form 222)

ServiceNow

Important to verify the information before submitting the request

oMain Menu>Reporting Tools>Query>Query Viewer
• MTAP_PAYMENT_DTL_BY_SUPPLIER
BU
Voucher ID
Supplier ID
Withholding code
Payment Amount
Payment Reference ID
Payment Method
Government Classification

Navigate to MT Payment Inquiry in SABHRS

Failure to report 1099-MISC/NEC to IRS = $$$ penalty per 1099

https://montana.servicenowservices.com/sp?id=sc_cat_item&sys_id=5402b4cbdb7e7b009ecc362f7c961926&sysparm_category=e91813c8db4af3009ecc362f7c961995
https://sabhrsi.mt.gov/psp/fspr/EMPLOYEE/ERP/c/QUERY_MANAGER.QUERY_VIEWER.GBL
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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

	�1099 Reporting: �Part 5 – Verifying Reporting Information and making adjustments�
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14

