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1.0 Purpose

National Aeronautics and Space Administration (NASA) Shared Services Center (NSSC),
Financial Management Division (FMD) Accounts Payable (AP) Branch employees perform 1099
duties not covered in the AP Invoice Processing Service Delivery Guide. 1099s are filed
annually and in accordance with Internal Revenue Service (IRS) guidelines.

2.0 Authority
N/A
3.0 Applicable Documents and References

N/A

4.0 Process

AP is responsible for the issuance of 1099-MISC forms

5.0 Objective

At the end of each calendar year, the NSSC reports and issues vendor and non-vendor 1099-
miscellaneous (MISC) forms to the payee and the Internal Revenue Service (IRS) on behalf of
the centers. NASA accounts that are set up to have withholding tax code ‘02’ (royalty
payments), ‘03’ (estate of royalty payments or settlements), or ‘07’ (contractor, Inventions and
Contributions Board (ICB), Vendor and Convenience Check payments) must receive a 1099-
MISC form annually in compliance with IRS regulations. A 1099-C form is prepared for
Accounts Receivable debt discharge.

6.0 Roles and Responsibilities

NSSC AP executes and validates the yearly 1099s. In addition to vendor payments that are
reported out of Systems, Applications and Products (SAP), information is gathered from NSSC
Procurement for convenience check transactions and information is reported from NSSC
Accounts Receivable (AR) for write offs. Test files are executed and coordinated with the
Agency Applications Office (AAO). In addition, NSSC Information Technology (IT) is involved in
ordering the software that is used to generate 1099s for convenience checks and write off
activity. The FM Purchase Card or the Program Management Office (PMO) will order 1099
envelopes.
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7.0 Records
Records shall be maintained in accordance with NPR 9615, NASA Records Retention
Schedules. These records are included in the Financial Management Division (FMD) functional

Master Records Index (MRI), applicable NASA Records Retention Schedule (NRRS) or General
Records Schedule (GRS) items that provide retention/disposition authority.

8.0 Cancellation/Supersession of Previous Documents

This document is the first version.

NOTE: The Service Provider (SP) is responsible for documenting and maintaining all
macros/scripts utilized in these processes.
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PROCESS 1 - PRE-1099 PROCESSING

In order to begin the annual 1099 processing, steps must be taken to ensure SAP is updated
and software has been ordered and installed.

STEP 1. NSSC, IT Acquisition Management (ITAM) Team -

A. No action is needed from FM/AP to initiate the 1099Pro Enterprise Edition Software
renewal. (Note: 1099Pro Enterprise Edition is used for processing the Convenience
Check and any AR related 1099s because they are not processed in SAP.)

a. The IT Acquisition Management Team will renew the 1099Pro Enterprise Edition
Software as part of their standard renewal cycle. ITAM will contact the AP/SP
POC (currently Sarita Harper) to validate the requirement for the software as well
as the number of copies needed. ITAM will then contact the FM Branch Chief
(currently Michele Rollins) to confirm usage of the FM budget for payment of the
software renewal.

b. Once the 1099Pro Enterprise Edition software renewal has been purchased by
SAT, 1099Pro Enterprise Edition will send the links to NSSC IT for installing the
software on a VPP’s computer. (Note: Ann Parker currently processes non-
SAP1099s for all Centers.)

STEP 2. NSSC, CIVIL SERVANT (CS) 1099 POC (Point of Contact) - Send e-mails to initiate
1099 processes and request 1099 envelope order.

A. An e-mail is sent in early November to the AAO (Josh King, Matt Buchheit and Laurie
Volkmar) with a courtesy copy to the AP SP Supervisor requesting the status of the
Change Request (CRQ) for processing the test 1099 files. See Appendix D for copy of e-
mail. The CRQ will be submitted by the AAO.

a. The AP VPP Leads are to test the 1099 files using T-code S_P00_07000134 and

provide the results of their testing to the AP CS POC prior to processing the actual
1099 file.

i. If any issues are discovered, the AP CS POC reports them to the AAO.
Follow-up e-mails may be sent as required.

B. A second e-mail will be sent to NSSC Procurement (currently Bobbie Young and Helen
D. Bullock), copying the AP SP Supervisor and AP VPP that processes the Convenience
Check 1099s. The e-mail will be sent in late December to request they provide the
completed spreadsheet for the Convenience Check 1099 data as soon as possible in
early January, reminding them that the IRS deadline for mailing 1099s is January 31st.
This e-mail will also request an estimate of the total number of Convenience Check
1099s to be processed for all Centers. See Appendix E for copy of e-mail. Follow-up e-
mails may be sent as required.
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C. The third e-mail will be sent to the NSSC Accounts Receivable SP Supervisor (currently
Dedra Hartley), copying the AP SP Supervisor and AP VPP that processes the 1099s.
The e-mail will be sent in late December to request the AR SP provide a list of eligible
customer bills written off that require a 1099-C as soon as possible in early January,
reminding them that the IRS deadline for mailing 1099s is January 31st. See Appendix
E for copy of e-mail. Follow-up e-mails may be sent as required.

D. A ServiceNow Request will be sent to the AP SP Supervisor at the beginning of
December to initiate ordering 1099 envelopes. The VPP will use the number of 1099s
submitted in the prior year to calculate an approximate number of 1099’s to be issued for
the current reporting year. The number of required write offs and convenience check
1099s estimated by AR and Procurement will also be included in the calculation. The
VPP will add an additional 200 envelopes over the net total from above to determine the
approximate number of envelopes that are needed. The VPP will then deduct the
number of 1099 envelopes that are in stock to determine how many envelopes will need
to be ordered. Once the estimated number of 1099 envelopes is calculated, the AP SP
Supervisor will send a ServiceNow ticket to the FM Purchase Card POC requesting they
order the number of envelopes needed.

STEP 3. NSSC, SP VPP - Run and review the 1099 Test Files
A. The VPP will run the 1099s as test files (Process 2, Step 3 below) and report any issues
to the AP CS 1099 POC and AP CS Lead during November and December. Any issues
identified during the test run will be communicated by the AP CS 1099 POC to the AAO
and will include the AP SP Supervisor and the AP CS Lead.

B. The VPP will validate that the SAP t-codes are updated to the reporting calendar year,
the text file exports correctly, the threshold amounts are correct, print capabilities, output
spool file creates successfully and data is in the correct box on the 1099 Form.

C. Weekly meetings may be scheduled starting in December through January for status
updates if required.
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PROCESS 2 - ANNUAL REPORTING

At the end of each calendar year, the NSSC reports and issues vendor and non-vendor 1099-
MISC and 1099-C forms to the payee and IRS on behalf of the centers. NASA accounts that
are set up in SAP to have withholding tax code ‘02’ (royalty payments), ‘03’ (estate of royalty
payments or settlements), ‘07’ (contractor/vendor, ICB or convenience check payments) must
receive a 1099-MISC form annually in compliance with IRS regulations. A 1099-C form is
prepared for Accounts Receivable debt discharge (write-off).

The 1099 process is performed annually for SAP payments by the AP VPP Center Lead using
SAP t-codes S _P00_07000134 and SP01. An annual 1099 checklist (refer to Appendix B for
annual 1099 checklist) is created by the SP and CS to document important dates associated
with current year 1099 processing. 1099 Pro Enterprise Edition will be used to report
convenience checks and AR write offs. The checklist is updated annually to include the current
1099 processing due dates set by the IRS.

STEP 1. Performed by NSSC, SP VPP throughout the calendar year - Receive an invoice
and determine if a vendor account exists or if a vendor account needs to be created (refer to AP
Invoice Processing Service Delivery Guide (SDG) Appendix B for vendor creation and invoice
posting).

STEP 2. Performed by NSSC, SP VPP throughout the year - Review the withholding tax in
SAP t-code XKO03 to validate the vendor account is marked “Liable”, if the payment is 1099
reportable, and coded with the correct withholding tax code (refer to Appendix C).
A. If the invoice passes all the status checks, the VPP then posts the invoice in SAP. The
full invoice amount is tax reportable. The VPP will not adjust or validate tax withholding
amounts. The invoice will then be processed on a payment proposal.

Note: The SAP Allocation T-Code (ZIPP_INV_ALLOCATION) will be used to post all IPP
documents so the withholding tax is automatically calculated. The withholding tax must
be manually updated for documents with supply line items (“Z”) that cannot be posted
using the Allocation T-Code. (Refer to NSSDG-9200-0004 AP Invoice Processing SDG)

STEP 3. NSSC, SP VPP -The SAP t-code S_P00_07000134 generates a text file for electronic
upload to the IRS as well as a PDF output (spool) of the 1099-MISC Form Copy B and 1099-
MISC Form Copy A. The AP VPP Center Lead uses t-code SP01 to access the spool. 1099-
MISC Form Copy B and 1099-MISC Form Copy A can be previewed by clicking on the PDF
icon. The copy is displayed inside SAP. The AP VPP Center Lead will use the menu bar
options to navigate, print and save. The printed 1099-MISC Form Copy B is mailed to the
vendor in accordance with the date set by the IRS. Note: The following are steps to process
the center 1099 MISC forms.

A. Go to SAP T- code S_P00_07000134
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1. Under the Output Groups tab
a. Enter Process Type = US_1099
b. Enter Output Group = US2

2. Under the Mandatory Selection tab

a. Enter Country Key = US
b. Enter Reporting Period = Calendar Year (ex. 1/1/2016 to 12/31/2016)

Generic Withholding Tax Reporting

T
@ (o
| Output Groups
Process Type lus 1099 |
Output Group [usz2
| Mandatory Selections
Country Key lus | l.j}s Country specific selection |
FT e Oty T 1
Reporting Period 01/01/2016 to 12/31/2016

3. Under the Mandatory Selections tab, click the Country-specific selection button

= (==
Program Edit Goto System Help
@ A BIC@e DHE fDL0 AR @m
Generic Withholding Tax Reporting
/
/
Mandatory Selections l ﬂ
Country Key ,E‘ |€¢ Country specific selection
Reporting Period |o1/01/2016] to 12/31/2016 o %
I> [ Po1 (1) 600 FEl[ ndmspoiaos [ovR [ | =0y

&l ‘Reportlng attribute =
Reporting Year 2016/
[i] [Vendor

—

Socil security numb
Employer identificat
State

[il [Mininum Check

Min amt federal taxe | 600.00

Min base amt royalti [ 10.00

Min base amt dividen 10.00

Min base amt direct [ 5,000.00 =i
.- - ) e

[)=]

4. Leave pre-set values as default unless notified by CS/IRS for reporting year.
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5. Update fields as they pertain to each Business Area (BA). See items (circled in
red) with the information on the table below.

]l:—::'.."?-fee:'..'"': S & /]
| | Transmitter | [«]
| vame \NASA SHARED SERVICE CENTER | [~]
| Mame \FOR THE ACCOUNT OF NASA BRO) |
| Transmitter control @ i
| Cos1197938 |
| contact person \NASA SHARED SERVICE CENTER | |
| Phone 877-677-2123
| contact Email Addres  |NSSC-ACCOUNTSPAYABLE@NASA.GOV X |
| company name 1 INASA SHARED SERVICE CENTER |
| company name 2 [FOR THE ACCOUNT OF NASA @R |
; Company mailing addr |E1LDE 1111 JERRY HLASS RD ATMN:FMD AP | E
| city |STENNIS SPACE CENTER | [+]
:
*Update Contact E-mail Address to nssc-contactcenter@nasa.gov
I|._—7 2l selection for US =/
H \PaverfTransfer Agent ‘ [4]
Payer (P)/Transfer A ‘ﬂ E’
Payer name 1 NASA SHARED SERVICE CENTER \
TA name 1/Payer name (EQR THE ACCOUNT OF NASA ARJ |
Payer Name Control ‘ ‘ -
Mailing address IBLDG 1111 JERRY HLASS RD ATN:FMD AP |
City |STENNIS SPACE CENTER | |
State s | N
Country Name | ]
Postal code 39529-6000
Phone 877-677-2123 | B
™ 0a1107020 | -]
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6. The items (circled in red) have to be updated for each center with the center
information from the table below

(Name, Transmitter control, TIN, Company name 2, and TA name 1/Payer name).

Center | TIN# Transmitter Control#
ARC 941197938 | 39C38
AFRC 951715912 | 59144
GRC 340715724 | 33507
GSFC 520734375 | 36026
HQ 530201509 | 36049
JSC 540648760 | 34035
KSC 590946485 | 30A75
LARC 540515603 | 36384
MSFC 630422638 | 58306
NSSC 263084552 | 38G75
SSC 646164643 | 38C57

7. Under the General Selections tab, enter the following based on which type of
1099 is being executed.
a. Enter the applicable extended tax type and tax code as well as the vendor
number range - see table below.

= General Selections |

[General Selections .~
Company Code NASA to L
Fiscal Year to L
Extended WH Tax Type |07 to L2
Extended WH Tax Code 07 to hd
Classic WH Tax Code | to o
Vendor 100000 to 999999 L4
Customer | to L
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TYPE OF PAYMENT | TAX CODE SAP ACCOUNT RANGE
Vendor 07 100000-999999
Royalties 02 7000000000-7999999999
Estate of (Royalties) |03 7000000000-7999999999
Settlements 03 100000-999999
ICB 07 9000000000-9999999999
b. Vendor 1099 tax code 07
™ General Selections |

General Selections

Company Code |NASA to | =
Fiscal Year | to | =
Extended WH Tax Type |E| to i
Extended WH Tax Code |E| to i
Classic WH Tax Code |_| to =
Vendor 100000 to 999999 =
Customer | to =
c. Royalty 1099 tax code 02

™| General Selections |

General Selections
Company Code NASR to ;
Fiscal Year to ;
Extended WH Tax Type E‘ to :l ;
Extended WH Tax Code 02 to ;
Classic WH Tax Code _| to :l ;
Vendor 700000000 to 79999959999 L
Customer to l
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d. Estate of Royalties tax code 03

T GeneralSelections |
General Selections

Company Code NASR to

Fiscal Year to

Extended WH Tax Type E‘ to

Extended WH Tax Code 03] to | |

Classic WH Tax Code [ ] to | |

Vendor 700000004 | to  [7999999999)
E— ] o ||

e. Settlements tax code 03

General 5elections
Company Code ’ﬁ‘ to
Fiscal Year |—| to
Extended WH Tax Type |E| to
Extended WH Tax Code 03] to
Classic WH Tax Code to
Vendor 100000 to 999999
Customer to

f. For ICB tax code 07

General Selections
Company Code NASA to
Fiscal Year |—| to
Extended WH Tax Type |E| to
Extended WH Tax Code 07| to
Classic WH Tax Code [ ] to
Vendor ,m to lm
Customer |—| to |—|
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8. Under the Further Selections tab, enter Business Area.

= Further Selections |
Further Selections
Document Type |_| to |
Document Mumber to |
Entry Date to |
Reference | to |

Business Place

|
]
Business Area TE

i

Center Business Area

HQ/NMO 10,55
ARC 21
GRC 22
LARC 23
AFRC 24
GSFC 51
MSFC 62
SSC 64
JSC 72
KSC 76

*HQ and NMO are run together.
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9. Under the Forms section, enter the following:

Parameter Example
Print Form 1 Checked
Print immediately NOT Checked
Number of Copies 1
Output Device mail
Print Form 2 Checked
Print immediately NOT Checked
Number of Copies 1
Output Device mail

=] Forms

Forms

Sender variant

Form 1:

Print Form 1

[ print Immediately
Number of Copies

Qutput Device

Form 2:

Print Form 2

[ Print Immediately
Number of Copies

Qutput Device

rrail
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10. Under the Files section, designate a local file name and location to save the text

file

output.

Files
Create File
File name

|H:\Htl DivisioniAccounts Payable Accounts Rece'n.fable‘\A...|

[ Exclude Zero Amounts from File

a. Check “Create File”

b. Save each center text file(.txt) under the following path: N:\FM
Division\Accounts Payable Accounts Receivable\Accounts Payable\Tax &
IRS 1099 Info\20xx 1099 Reporting

c. Each center has a folder for each tax code — Vendor 07, Royalties 02,
Settlements 03, ICB 07, and Estate 03.

d. Example to save files as: N:\FM Division\Accounts Payable Accounts
Receivable\Accounts Payable\Tax & IRS 1099 Info\20XX 1099
Reporting\ARC\Vendor 07
1)  Save file name as 20XX (Center) (account type) (withholding tax

code).txt
2.) Hit the execute buttonﬁ.
e. The following dialog box will appear:
= 1
|Repc+rting attribute | ]
[+]
Reporting Year 2016 1l
|‘I.Fendcrr | i
Social security numb | | I
Employer identificat
State [ ]
|Mininum Check
Min amt federal taxe | 600.00 |
Min base amt royalti | 10.00 | |
Min base amt dividen | 10.00 | ol
Min base amt direct | 5,000.00 | B
_— = [+]
'
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1)

Click the check mark to continue. Allow time for the data to be selected

and forms to be generated.

2)

After the Copy B file is generated, enter “mail” as the Output Device

and Select “Print” to save the text file to the selected path on the N

drive.

III7 Print:

Output Device |rrd

€)

E-Mail Address |

Spool Request
Name

LIST15|MAIL|NS000702

Cover Page Text 1099-MISC 0fficial Form Copy B

Authorization |

Spool Control
[ print Immediately

Mumber of Copies

Number of Copies

|

[JDelete After Output

[#] New Spool Request
[Jclose Spool Request

Cover Page Settings
SAP Cover Page

Default (Printer Setting)9|

Spool Retention |E| Day(s) Recipient(s) N5000702 |
Storage Mode Print only ] Department csc

|E Print | Print Preview ||E. Additional Options |

3)

After the Copy A file is generated, enter “mail” as the Output Device

and select “Print” to save the text file to the selected path on the N drive.
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E—

B4

Output Device |mﬂ

E-Mail Address |

Spool Reguest

Name |LIST15|MAIL|NS000702

Cover Page Text \Custom 1099-MISC Copy A

Authorization

Spool Control

] print Immediately
[]Delete After Output
Mew Spool Request
[ Close Spool Request

Spool Retention |E| Day(s) Recipient(s} Ns000702
Storage Mode |Print only EI| Departrnent C5C

Mumber of Copies

Mumber of Copies 1

Cover Page Settings

SAP Cover Page |Deﬁ|uh: (Printer Setting}E||

'3 print | |3 Print Preview ||& Additional Options | X |
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4)  The following screen will appear and the text file output is saved at the
path on the N:drive - N:\FM Division\Accounts Payable_Accounts
Receivable\Accounts Payable\Tax & IRS 1099 Info\20xx 1099

Reporting

Generic Withholding Tax Reporting

Gl | (][] o] o]

opy B Header 1
lopy A Header 2 From 01/01/2016 To 12/31/201&

CoCd| Doc MagNo Text
27 Company code MASA's witholding tax reference number is missing
28 EDI identifier for company code NASE is missing

lopy B Header 1
lopy A Header 2 From 01/01/2016 To 12/31/2016

CoCd| Company Name VAT Registration No.

HASH| HASL

topy B Header 1
lopy A Header 2 From 01/01/2016 To 12/31/2016

Vendor Cert. No. (Wth.t.t|WIx Amount in RC| Net2 amt in RC| WTI base amount in RC WI amount in RC W/tax ex. amnt RC
100946 o7 a7 14,383.83 14,383.83 14,383.83 0.00 0.00
100961 o7 a7 123,786,598.29 123,786,5958.29 90, 389,868.76 0.00 33,396,729.53
101127 o7 a7 25,936.486 25,936.46 11,417.56 0.00 14,518.90
101146 o7 a7 2,966,458.24 2,966,458.24 2,879,692.24 0.00 86,766.00
1011&3 07 a7 24,954.00 24,954.00 24,954.00 0.00 0.00
101231 07 a7 121,496.00 121,49&.00 121,49&.00 0.00 0.00
101427 o7 o7 4,750.00 4,750.00 4,750.00 0.00 0.00
103956 o7 o7 10,940.00 10,940.00 10,940.00 0.00 0.00
104179 o7 o7 42,085.50 42,085.50 42,085.50 0.00 0.00
104451 o7 o7 245,232.30 245,232.30 231,253.38 0.00 13,978.92
104590 o7 o7 3,600.00 3,600.00 3,600.00 0.00 0.00
104727 o7 a7 78,889.00 78,889.00 78,889.00 0.00 0.00
1045834 o7 o7 10,500.00 10,500.00 10,500.00 0.00 0.00
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PROCESS 3 — SUBMIT IRS TEST FILE

Prior to submitting the final files to the IRS, after AAO updates to SAP, test files are submitted to
IRS FIRE Test System for validity.

1. Go to https://fire.test.irs.gov/ to create an account.
2. Click on Create New Account

¥ Internal Revenue Service

United States Department of the Treasury

FILING INFORMATION RETURNS ELECTRONICALLY
User Options
= LogOn THIS U.S. GOVERNMENT SYSTEM IS FOR AUTHORIZED USE ONLY!

= Create New Account i i L i i : : i
e Loamn The Basics Use ofth!s system const|tutes consent to mon_ltc_)_rlng, |nterc<_ap1|on,_ recordm_g, rea_dmg_: copying
e — or capturing by authorized personnel of all activities. There is no right to privacy in this system.
= Forgot Password Unauthorized use of this system is prohibited and subject to criminal and civil penalties,
including all penalties applicable to willful unauthorized access (UNAX) or inspection of
taxpayer records (under 18 U.S.C. 1030 and 26 U.S.C. 7213A and 26 U.S.C. 7431).

FILL-IN FORMS
This system does not support fill-in forms, except for Form 4419, Application for Filing Information Returns
Electronically (FIRE) and Form 8809, Application for Extension of Time to File Information Retumns.

FIRE Privacy Policy



NSSC Process Work Instruction NSPWI-9000-0007 Basic Version

Number
Effective Date: 02/24/2020
Expiration Date: 02/24/2022

Page 22 of 59

Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

3. Enter information for you and your center and click submit.

L . "
¥ Internal Revenue Service

United States Department of the Treasury

FIRE Test System

User Options
= logOn
= Create New Account
= | earn The Basics

= Forgot Password

Create FIRE System Account

Please complete the form below. All fields are required unless noted otherwise. If you already
have an account, please Log on

You must have a Transmitter Control Code (TCC) before you can transmit an information
return file. If you have any questions, please call us at 1-866-455-7438.

Fields with an * are required

Foreign ®No Oves

Country
NASA SHARED SERVICES CENTER
Address™® |1 111, JERRY HLASS ROAD ATTN FMD AP
City* |STENNIS SPACE CENTER

State™ IMS
ZIP* I39529

Phone* [877 -|677 - [2123 - Ext|
JANE DOE
Email* [JANE. DOE@NASA GOV

Submit |

Company*

Contact®

FIRE Privacy Policy
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

4. Create a User ID and Password, Verify Password and click Create

L . "
¥ Internal Revenue Service

United States Department of the Treasury

FIRE Test Syst
est System Create FIRE System Account (continued)

User Options Please complete the form below. You will need to supply the name you intend to use as your User ID, and a password. If
= Log On you wish to use special characters in your User ID, the following are allowed: _. /, @, -.", period, comma, and space.
= Create New Account Your password must be 8-20 characters with 1 uppercase, 1 lowercase, 1 numeric and 1 special character #?1@3$%"&" - It
» | earn The Basics cannot contain the User ID or User name.

* Forgot Password Fields with an * are required

User ID*

Password*

Verify Password®

Create |

FIRE Privacy Policy

5. Once your account is created, click OK to create your Personal Identification Number
(PIN)

L . "
¥ Internal Revenue Service

United States Department of the Treasury

FIRE Test System Account Created

User Options
= 1ogOn
= Create New Account
= | earn The Basics
= Forgot Password

Your User ID is: timarti13
Please log on with this User ID and the Password you have chosen on your next visit.

Click OK to continue so that you can create your Personal Identification Number (PIN)

FIRE Privacy Policy
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Responsible Office: Accounts Payable
SUBJECT: Accounts Payable 1099 Work Instructions

6. Create a PIN, Verify PIN and click submit

- - "
¥ Internal Revenue Service

United States Department of the Treasury

FIRE Test System [

User Options
= LogOn The Personal Identification Number (PIN) you create below will be required each time
c e e e you send us a file electronically and will be your permission to release the file.

* Leam The Basics When you send Test files or complete the online fill-in Form 8809, the PIN will not be
= Forgot Password required. However, the PIN is required for all ORIGINAL, CORRECTION, and

REPLACEMENT files being sent electronically.

Although an authorized agent may enter their PIN, the payer is responsible for the
accuracy of the returns. The payer will be liable for penalties for failure to comply
with filing requirements (refer to Publication 1220 Part A).

Fields with an * are required
PIN*

Verify PIN*

Submit |
|

FIRE Privacy Policy

Once your PIN is created, click OK to create FIRE Test System Account Secret Phrase

2 - -
¥ Internal Revenue Service

United States Department of the Treasury

FIRE Test System
Create PIN - Success

User Options
= logOn
» Create New Account Your PIN has been successfully created!
= | earn The Basics
= OK
= Forgot Password -

FIRE Privacy Policy
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

7. Create a Secret Phrase, Verify Secret Phrase, Enter validations code and click Create

g ~ .
¥ Internal Revenue Service

United States De partment of the Treasury

FIRE Test Syst
SRR Create FIRE System Account Secret Phrase (continued)

User Options

= logOn
This registration must be completed and submitted by: (a) the owner, if the business is a sole proprietorship, (b) the
* Creale New Account president, vice president, or other principal officer, if the business is a corporation, (c) a responsible and duly authorized
n | earn The Basics member or officer having knowledge of its affairs. if the business is a partnership, government entity. or other unincorporated

organization, or (d) the fiduciary, if the business is a trust or an estate
= Forgot Password 9 @ o

Fields with an * are required

Your secret phrase must be 8-20 characters alphanumeric/special characters with no spaces. You must use special
characters in your secret phrase. The following are allowed: #21@58%"&" "

[} Yes, | am authorized to submit this registration on behalf of the transmitter and/or payer.

Enter Secret F'hrase*l.o.n-.a--

Verify Secret F'hrase*looo.o..ooo

Enter validation code
in textbox below.

Iyu3BrH
Create |

FIRE Privacy Policy

8. Go to https://fire.test.irs.gov/ click Log On
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

9. Enter your User ID and Password and Click Login

o - -
5"@ Internal Revenue Service

United States Department of the Treasury

FIRE Test System

User Options
= logOn
= Create New Account
= | earn The Basics

= Forgot Password

FIRE System Logon

Fields with an * are required
User ID*

Password”

Login |
You will need a User ID and Password to begin using this application.
If you do not already have an account, click Create New Account to start setting up your new account.
Otherwise, you can enter your assigned User ID and the password you have chosen to begin using this application.

Your password must be 8-20 characters with 1 uppercase, 1 lowercase, 1 numeric and 1 special character. It cannot contain
the User ID or User name.

FIRE Privacy Policy

10. Important Bulletins will pop up, Click Continue

e

EW) Internal Revenue Service

Linred Seares | 3opurtomon of o ) rearuary

tporiend Bulletins - Chok rere to continues

The FIRE Syaterm may ba dowr svery Wednasday Fom 3:00 &.0m.
T %:00 &.m. EST for meinteanancas

TORR-0ID Fraud Alert
Fraud Alert, Tranamillars of the Fonn 1099000 plearn ancoss this RS miadt
before transmitting your file.

CACEL OO N s oo aricin/0. id =98 129 00 htoad

Emall Fikering Soffwoaras
I you are using email filtering soffvware, confi

. Fure your sofivare Lo
accept email Trem re@ios.gow and lre.s helpms @i re. goy Ve will
Incransingly be uaing thi et you abowt ad T,
yous fils atatus, okl ics

Filloiry P BEOS
IT you nesd to e far o6 stanamn of tme for farme W-2, W20, 1043-5 1097 serkee, 1080
SENEE, 1 FEE soree ARl gErEE OF BO3T. you CAN RdW S8 Haniioo wie FIRE sywetam i dieu
of fling out ihe popcy Form BE0S ant maseii 4 U us. From the meis e, sichon Esceneian
af Time Feguoat, then click an Fill-in Extenaon Bonm 8 febees 1S promots

W wols are resuasting an sxtensan Bas mors tnan 10 ey e Mt e cleciranics
e, AR PR L
Fublicelion 12230, Fart O of Fan Topic S03 a1 5 WSS e Tar mors detlis

FLEABE NOTE: This is Al for raciplent coplss s Is only for fhes foara 0 i

HEPLACEMENT or CORAECSTHON FLES
W wou hanse sent Ao sriginal o cormaction e snd FILE STATUS indicates i e m Bad

= S drvoiies - , U
ST sl B correcied fiE 88 & FEREoEmant o, not & Greeslisn mr originel H you o e
Sentumed, pleans call U 108 Tree ot - - 5 e e A,

Combnomd Fodernl State Fillng @rogoem SaRnnces Vel liation PFrooons
Tha Comibine] Feders) Siole Fliing Progrem e o5tabie fed b aimpity msporbiag of
Wicrmation Retisras to particloating siales. Duo to NCroansd CORGETRE Frer oromers
chimcigaurs oF mfarmatian, e INTares i FRaparking Progesm s Sane noing Bhm st
procoas of Comblnsg Frederpifstnis dats.
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

11. Click on Send Information Returns

- il - "
£330 Inrterinal Revenue Service

Linered Seates | 3opurinisens of e ] reanary

Cutat

trm o et Bl lertirm - ClHok rere to continuea

Thae FIRE Swyaterm may ba cover mwmry Wednasday fom 2:00 a.rm.
T Z:00 B.m. EST for mairrtensarecas.

TORD-OID Froawud Alert
Frawud Alprt: Tranamillars of the Foon 1099000 pissss aocosc this RS sbat
befora transmitling vowur fila.

L ACSL SO N doil@ coori el i =98 125 00 _hrogd

Emall Fitering Sofuwaro

If you are using smsil filkecing seffeare, configure your soffvwane bo
Accopt omeakl Troon oo ornd g b lporr ) Wilar warldl
Incransingly be using this in the future (0 gontact you showt Bad T,
yous fite atatus, publication ave ilability, updates, 06,

Falloirs Parrm SO0
I you nesd to fie fer an axtanamnn of tme for farme W3, V- 30, 10435 1097 serkem, 1080
SSMNEE, 10 sorime, ARl SErED OF BO3T, you can ReYw S Hanting v the FIRE £watam i e
of Ming cuT ihe paped Form BE0E and masi @ 4 o us. From the mein s, ook o n Ecenmian
af Tame Feguest, then clck Gn Fil-in Extensmon Poor ang febews 1he promgss

Wowat ars retussting an sxtenmaen far Mmoo (NEN 10 GRsETS, Wou MLUSE e olacironicE il e
Fublicelion 1220, Pat O o Tas Topc S03 a1 0w . es goee Tar mors. dsdm e

FLEABE MOTE: Thia s Nl f6F raciplent coplss s s only for fhe Tosmres 0 sioo

B

HERPLACEMENT or CORAECTHON FLES

o e went AN orignel o conmmotion e Sa FILE STATUS indicaies (v e i bad, you
AT GETl e Correched Tl a5 & repmowma il e, ot & gaereEElisn o arigieal W you o e

FEAlussd, plRans call Us 8 TREE ot - DR S TR

Combdood Fodoral State Fillng Prooomm Snhmncen Vel ety Prooome

Theé Somibine] Federns| Fioie Fiing Proormm o Se Satshbe e b simpify reporbag of
It rmation Reterss be particlpatn g 1868, Dwo o NCrEaned CORGETES rer srogmmr
SHROIGEL P& OF Pfarmatian, e INT Pt Faparting Promram i Snna noing s e i e

Procom® of ComBUsl Feeles mifsbnte Saks.

12. Enter the Center TCC # and TIN #, Click Subﬁmif[

HMenu Opions
Enter your TCC and TIN for Filing Information Returns

.
| 1
= 1000wl el s

S e

"
h| __Peauhes(9 numerics - no hyphans)

Da not send W.2's on this system. They must be
filed via wrwy.ssa.goviemployer.

NOTE: If you do not have & TCC oo the TCO/TIN combination you
walernd does not appesr 1o be valid, plesse call
toll-frun ot 1-465-490-7 438 for amirance

EIRE Privacy Policr

[ Submit ]
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

13. Verify Contact Information. Update if necessary, Click Accept

Werily Tour Filing Informatian

compam [NASA SHARED SeRVICES CENIER | e

rr— R maariied i e
| sameasa [BLDG 111, ROAD, AT FUD AR | T
w[STENUS SPACE CENTER | e
ink enplaced imely and
e I-r‘s = | Sl el Ve
Negrm vt e s
- Fraport e pregrant
Phors g7y | 67T ;.iiﬁ:'aa_"j [——
—— BT ey vaRE T
o
TR —

Ahenu Optizna
= hian s
= Logiag

yen sre sl mmai filtaring solwere, canfigure yaur sefwars to coospl gmail
frem ligad@irs.gow or
=i . Wiz are using fhess emall addiesses o condsct yau kot

bad files and e sasus joxcluding extentions), publitation evailability, updatas,
i

14. Click on Test File

g . y
$ [nternal Revenue Service

Uniced Saargss D parancar of the Treasaury

Chooss 3 Fils Type L .
L Definitions of File Types
= Toul iy
X « Orisiel Pis Helacerme Sl
A IforTaton Mt a8 Dk Arvi Sess setonnd. ¥ an g 1ne’ oF CZORCEnY INTRRIGe e i bat I
- STATUS = SAD) i vani Sa 500 20 & replacmerart (e abar
9% Nk tha oaons, In e case ot 3z FREEGEA Fle, 8 s
- : cagiral fie mrase b 3ubnited |
i |
|
= Mam Meny Arrsndest Coseaton £ie InsiEim

Enyi i
A B bmr it retan satrel od By e SE0eniier W Tom otion I uaed £ a2 ye o NAeh 12/ 9 upcoming tac paar
sorec 3n l2ormedsn setan e wo Sreveraly Teost datas e¢ 45 ot
wabrmitind 0N £t by 1he IRS IILE STATES »
GOOT] 0! 007 Mres enensoun dels

AN avncedd cone i o0 fil Wil naly sovats N hl SRR IV B
ooRe |1 e A3 the catire cdgiral sbmumie If WI7 1 e Tt
154 s serwrdg 8 10425 Mg, you ol i on Al Geram - 100 v 308

Aomanded Fim Ocher wlie, ek an Cosind o File

FIRE Privaes Polie
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

15.

16.

17.

Browse for the original text file, saved on the N:drive - N:\FM Division\Accounts
Payable Accounts Receivable\Accounts Payable\Tax & IRS 1099 Info\20XX 1099
Reporting

Upload the File.

[nternal

Urtcel Stat

l}ﬁnd Yo Fie

e TS User 1D (e on
ve
| ManuOptons L2 L
o MainMeny 18 15 Uhe PAORTR borion 15aitd bettr e scon » |be oo Ty ——
2 5= UPLTAD 30 wurant you hia
CAI0%S 1at | Sonse
l Pho Wy Traven
[ Upioee |

Aerarng

Once the upload button is clicked, you will receive a File Upload Statistic. A File Status
e-mail will be received within a few days regarding the status of the test file submitted.
Once a “GOOD, Federal Reporting” file status is received from the IRS, the center
format is cleared to upload the “final” Text file to https://fire.irs.gov/ using the same steps
used to submit the test file. If a Bad file status is received, the VPP reruns the 1099 files
and reviews the Text file for errors and corrects, then uploads to IRS FIRE System until a
good status us received.
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SUBJECT: Accounts Payable 1099 Work Instructions

¥ oA 2
¥ Internal Revenue Service

United States Department of the Treasury

Page 30 of 59

FIRE Production g :
System File Upload Statistics
Menu Options Total Bytes Received: 14237

* Nain Menu Please ensure this is the correct size.

* Log Out - We renamed your file to: ORIG.34035.0003

*You may want to print this screen for your records.
File Another 2
Main Menu

AFILE STATUS email will be sent within a few days regarding the status of
your fite. If it is not received within this timeframe, please log onto the FIRE
systomn and go to ‘CHECK FILE STATUS' to verify the status of your file.

FIRE Pavacy Policy

From: Fire@irs.gov [mailto:Fire@irs.gov]
Sent: Friday, January 13, 2017 10:52 PM
To: Mayeus, Jamie N. (NSSC-NSSC)[Service Provider] <jamie.n.mayeux@nasa gov>
Subject: Test File Status Email
11372017
Dear Transmitter,
We have received your electronic file and the following arc the results of your transmission(s)

Date Count
Filename Your Filename L of  File Status

Received

e MAyes
TEST.30A75.0001  KSC 2016 ROYALTY 1099.TXT 01/12/2017 11*GOQD, Federal Reporting®

TEST.30A75.0002  KSC 2016 VENDOR 1099.TXT 01/122017 275*GOOD, Federal Reporting*

Following arc definitions of the FILE STATUS results:
"Good, Federal Reporting” - The test file is good for federal reporting only. (Does not apply to 1042-S or 8027 returns.)

"Good. Federal/State Reporting” - The file is good for the Combined Federal and State Filing Program (see Publication 1220, for further details).
(Docs not apply to 1042-S or 8027 returns.)

“Bad" - The test file contains errors. Log back into the FIRE Test System to look up your results.

To view your file results, log back into the FIRE Test System at HTTPS:/FIRE.TEST.IRS.GOV. and at the Main Men click on Check File Status. Enter your TCC and TIN, then click on the appropriate filename for an explanation of the file

processing results.
For additional questions or information about your file(s), visit IRS.GOV, or contact your software company or service provider for further information.

Please do not respond to this email unless you have questions about your file(s).
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

PROCESS 4 — EXECUTING 1099 FILES

Step 1. - NSSC, SP — VPP - Executing the 1099 Copy A and B PDF files from the text files.
This step is completed after the test files are acceptable and AP is ready to gather and report to
vendors and the IRS. The AP VPP will perform Step 2 again to obtain the final data to be
submitted to vendors and the IRS. This will be performed by re-running the 1099 program in
SAP to capture the final payments for the reporting calendar year.

A. Go to SAP T-code SP01 - The Created By and Created On fields will default to user’s
NS# and today’s date. If a different user executed the 1099 text file or the file was
executed on a different date, these fields will need to be updated to that SAP NS user ID
and date.

Spool requests

Spool Request Number
Created By N3000702 El
Created On 06/28/2017 to 06/28/2017
Client 600

B. Click Execute )
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

C. Click the i to view either Copy A or Copy B.

Output Controller: List of Spool Requests

DEelde = | ElE | WA E = EE v E

Spool no. | Iyvpe |Dete Time |(Status|Pages|Title or name of spool regquest
D 674156 @ 06/22/2017)13:35 = 275 |Custom 1099-MISC Copy A
D 674155 @ 06,/,22/2017)13:34 = 275 |1099-MISC Qfficial Form Copy B

1. Copy A — click the save button 'S and save at the following path on the N:\FM
Division\Accounts Payable Accounts Receivable\Accounts Payable\Tax & IRS 1099
Info\20XX 1099 Reporting\KSC\Vendor 07

a. Save file name as 20XX_(Center)_Vendor 07_Copy A.pdf.
b. Example print screen of 1099 A below.

Display Document 1of 1 of Spool Request 674,156

(1] (<] (0] [ 00 ] (o0 | [ ~o00 ] (345000 | [W oo | (B o | (30 (o] ]

9595 []voID [ CORRECTED
PAYER'S name, street address, city or town, state or province, country, ZIP | 1 Rents OME Ne. 1545-0115
or foreign postal code, and telephone no.
NASA SHARED SERVICES CENTER $ 2@ 1 6 Miscellaneous
\
FOR THE ACCOUNT OF NASA KSC 2 Royalties Income
BLDG 1111, JERRY HLASS RD ATTN: FM 1096-MISC
F -
STENNIS SPACE CENTER MS 39529 S__ om :
3 Other income 4 Federal income tax withheld quy A
877-677-2123 g g
For
PAYER'S federal identification number| RECIPIENT S identification number 5 Fishing boat proceeds 6 Medical and health care payments | Internal Revenue
Service Center
F—  — $ $ File with Form 1096.
RECIPIENT'S name 7 Nonemployee compensation | 8 Substitute payments in lieu o,  For Privacy Act
NN dividends or interest and papeerrk
= Reduction Act
Street address (including apt. no.) $ 14,383.83 $ Notice, see the
9 Payer made direct sales of |10 Crop insurance proceeds 2016 General
(SO $5,000 or more of coneumer Instructions for
ducts to a buyar -
City or town, state or province, country, and ZIP or foreign postal code E: ;Z:t: ?:rl 'ei;fe > :l $ cert‘a""
31| 12 Information
REDLANDS CA 92374-2864 Returns.
Account number (see instructions) FATCA filing| 2nd TIN not.| 13 Excess golden parachute 14 Gross proceeds paid to an
requiramant 0 payments attorney
0000100946 M ¢ -3
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

2. Copy B - click the save button '& and save at the following path on the N:drive -
N:\FM Division\Accounts Payable_Accounts Receivable\Accounts Payable\Tax & IRS
1099 Info\20XX 1099 Reporting\KSC\Vendor 07

a. Save file name as 20XX_(Center)_Vendor 07_Copy B.pdf.
b. Example print screen of 1099 Copy B below.

Display Document 1 of 1 of Spool Request 674,155

1) (4] [ =20 [ 100 | [ -1006 | [« 10000 | (% 10000 | [ 1000 | [ =100 ] (w10 ][] (o] ]

[] CORRECTED (if checked)
1 Rents

OMB No. 1545-0115

2016

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

NASA SHARED SERVICES CENTER $ Miscellaneous

FOR THE ACCOUNT OF NASA KsC 2 Royalties Income
BLDG 1111, JERRY HLASS RD ATTN: FM $ fom 1099-MISC

orm
STENNIS SPACE CENTER M5 39529 3 Other income 4 Federal income tax withheld Copy B

877-677-2123 3 $

PAYER'S federal identification number

For Recipient

RECIPIENT'S identification number 5 Fishing boat proceeds 6 Medical and health care payments

RECIPIENT'S name 7 Nonemployee compensation | 8 Substitute payments in lieu of| This is important tax
e dhidands or interest information and is
T ot connied
the Internal Revenue

Street address (including apt. ne.) $ 14,383.83 $ Service. If you are
9 Payer made direct sales of |10 Crop insurance proceeds required to file a

—_ $5,000 or more of consumer return, a negligence

products to a buyer
(recipient) for resale &

penalty or other
sanction may be
imposed on you if
this income is
taxable and the IRS

s

12

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

REDLANDS CA 92374-2864 1

Account number (see instructions) FATCA filing 13 Excess golden parachute |14 Gross proceeds paid to an determines that it
requirement payments attorney

0000100946 it has not been

-~ -~ rannrtad

Step 2. — NSSC, SP - VPP Follow the Annual 1099 Processing Checklist for further processing
due dates — see Appendix B. The checklist is updated annually based upon IRS reporting
deadlines.

Step 3. — NSSC, SP — VPP Review the PDF file to ensure the data is populated on the form
correctly. Review that SAP t-codes are updated to the reporting calendar year, the text file
exports correctly, the threshold amounts are correct, print capabilities, output spool file creates
successfully and data is in the correct box on the 1099 Form.

Step 4. - NSSC, SP - VPP Notify the AP CS 1099 POC that the files are ready for
review/validation.
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

Step 5. - NSSC, CS - Validate the 1099 files prior to SP mailing out to vendors by running the
1099-MISC Validation Reports for each Center using T-Code: S _P00_07000134 and job aid
https://epss.nasa.gov/gm/folder-1.11.5888427originalContext=1.11.8190.

A. See Process 2 for S_P00_07000134 instructions.
NOTE: Reports will be compared with the 1099 files created by the VPPs.

B. Validate the Center TIN#, total count of 1099s and total dollar amount for each Center.
Any discrepancies will be sent to the VPP for validation/correction prior to SP mailing
1099s to the vendors. For Royalty 1099s, in addition to running the S_P00_07000134
reports, also run a Payment Status Report T-Code ZFI_AP_PMT_STAT for all royalty
payments (enter Payment Run Dates for year and Vendor Number range 7000000000 to
7999999999 for the applicable calendar year as an additional check due to instances
where the Withholding Tax Type is coded incorrectly on the royalty master in SAP
resulting in a 1099-MISC form not being generated).

a. Sort the Payment Status Report by Center and compare with the VPP 1099 files
for each Center.

b. Review the Cleared Document Number column number for any reversed
documents indicated by a 2000#

c. If the Cleared Document Number is a 2000#, CS will review the Royalty account
number by running SAP t-code FBL1N for the calendar year to validate if the
payment was re-entered on another DRN and manually cleared in the reporting
year.

d. If the royalty payment was entered on a different DRN and manually cleared
(1500#), the payment is counted and a 1099 should be issued

e. If there is a 2000# in the Cleared Document Number column and the payment is
not manually cleared on the royalty FBL1N, the payment is not confirmed and
should not be counted. A 1099 should not be issued this calendar year

f. For Royalty SAP account range 7000000000 to 7999999999, if a Withholding
Tax Type other than 02 is discovered on a royalty master record (ZROY), a
manual 1099-MISC has to be processed for this year, and the VPP will send a
SR to the AAO to correct the Withholding Tax Type on the vendor master record
in SAP. (While in succession, “Estate of” royalty payments should be Tax
Withholding code 03).

i. The CS will notify the SP when a Withholding Tax Type other than 02 is
discovered on a royalty master record so that a SR may be submitted by
the SP VPP.



NSSC Process Work Instruction NSPWI-9000-0007 Basic Version

Number

Effective Date:  02/24/2020
Expiration Date: 02/24/2022

Page 35 of 59

Responsible Office: Accounts Payable
SUBJECT: Accounts Payable 1099 Work Instructions

Step 6. — NSSC, CS - Notify the VPPs that the validation is complete and save each validation
report at:

N:\FM Division\Accounts Payable_Accounts Receivable\Accounts Payable\Tax & IRS 1099 Info\
folder by applicable year Reporting\ Applicable Year Validation\Center\Center CS Withholding
Type Validation. (ex. \\nsscfs01p\FM Division\Accounts Payable Accounts
Receivable\AccountsPayable\Tax&IRS1099Info\20161099Reporting\2016Validation\KSC\KSC
CS Vendor Validation)

Step 7. = NSSC, SP VPP - Print 1099s, put them in envelopes and deliver all 1099s to NSSC DI
to be post marked by January 31t or per current IRS deadlines.

Step 8. — NSSC, SP VPP - Coordinate with NSSC DI, Wendy Byrd, that the 1099 envelopes will
be delivered by a certain date for postage and mailing per IRS guidelines.
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PROCESS 5 — SAVE ANNUAL 1099 FILES IN TECHDOC

Once 1099 files are mailed, SP will save the text and PDF Copies A & B in TechDoc

Step 1. — NSSC, SP VPP — Create file in TechDoc per calendar year, per center:
FM > AP > Vendor Tax Files 1099 > CY 20XX > NASA Center (ex. ARC), then by tax

code type.

Step 2. — NSSC, SP VPP — Text File: (ex. ARC_1099_2016_Royalty)

Step 3. — NSSC, SP VPP — PDF file copy A & B: (ex. ARC_1099_2016_ROYALTY_COPY_A)

DocMgr dm.nssc.nasa.gov

Explorer  Groups My Work Reports Reviews  Support
Quick Search: [Document V| for | | ©
[ Foider | /FM/AP/Vendor Tax Files 1099/CY 2016/ARC
Assoc Access Name/Number Rev  Description/Title
Assoc Notif .
A PEe s \ £ cy 2016 2016 1099
Create Folder -
Doc Default Access o0 ARC CY 2016 1099 FILES
Doc Default Comm -
Doc Default Distr 1 B |ARC_1099_2016_NON-NASA ARC_1099 2016_NON-NASA
Doc Default Notif —
Explore | B ARC_1099_2016_NON-NASA_COPY_A ARC_1099 2016_NON-NASA_COPY_A
Explore Home f—
El’l(spt';’r";? Root | |£+08 ARC_1099_2016_NON-NASA_COPY_B ARC_1099 2016 _NON-NASA_COPY B
HSEE | (H0H | ARC_1099_2016_ROYALTY ARC_109S_2016_ROYALTY
Move Contents L1 | = = U = = L
Set Default
J LB |ARC_1099_2016_ROYALTY COPY_A ARC_1099 2016_ROYALTY_COPY_A
Show...
Associations ) B |ARC_1099_2016_ROYALTY_COPY_B ARC_1099_2016_ROYALTY_COPY_B
Info —
Shares 1 LHO B |ARC_1099_2016_VENDOR ARC_109S_2016_VENDOR
Tree —
Help J \C"OH ARC_1099_2016_VENDOR_COPY_A ARC_1099 2016_VENDOR_COPY_A
| OB ARC_1099_2016_VENDOR_COPY_B ARC_1099_2016_VENDOR_COPY_B
L -
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PROCESS 6 — CONVENIENCE CHECK AND ACCOUNTS RECEIVABLE
PROCESS

1099-Processing for Convenience Checks and Accounts Receivable thru 1099PRO
Designated Accounts Payable SP center lead will receive notification from the IT department
that the software from 1099 PRO Enterprise Edition has been received and will call to schedule
a time to install on the lead’s computer. An IT SP technician will install the software and check
for any updates. This is usually completed by an IT representative from the SP IT department
who will load software ordered by the IT department each year from 1099PRO Enterprise
Edition.

Listings of the reportable items will be provided by Procurement (currently Bobbie Young and
Helen D. Bullock) and Accounts Receivable (Accounts Receivable SP Supervisor) via email. If
these listings are not received within 7 days of the 1099 checklist upload date, a reminder e-mail
will be sent requesting listings. Negative replies are required if no listing is to be provided.
Example: Accounts Receivable did not have any 1099-C to be reported for CY2019.

Listing of reportable Convenience Checks are received via e-mail, example as below:

From: Honeycutt, Suzanne (NSSC-XD042)

Sent: Tuesday, January 23, 2019 3:03 PM

To: Parker, Ann B. (NSSC-NSSC)[Service Provider] <ann.b.parker@nasa.gov>; Bullock, Helen
C (NSSC-NSSC)[Service Provider] <helen.c.bullock@nasa.gov>

Cc: Backes, Barry C. (NSSC-NSSC)[Service Provider] <barry.c.backes@nasa.gov>

Subject: RE: TRACER - URGENT FY2018 License Renewal - 1099 PRO (PCARD)

Hi All,

Please see attached with Centers identified.
Thank you,

Suzanne Honeycutt

Agency Purchase Card Lead

NASA Shared Services Center (NSSC)
Phone: (228) 813-6173

Example of Data provided: See Appendix F

Step1. Open 1099 PRO Enterprise Edition software, set up filer by center for each type of form
to be used (1099-MISC or 1099-C).
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T2 1099 Pro for 2019 Enterprise Edition - O X

File Reports Forms [R5 Utilities Help

REMINDER: You have 1099-MISC forms that must be filed by JAN 31,2020!
I HARED

Select Another Filer
C LG 1099-MISC |

Preparing My Forms (%

3% Work With My Tax Forms
'g Import Hew Tax Forms

1099 Pro Central

Enterprize Edition  Single User v2019.13.01 Click on an option below to view it...

Form Totals Reports

Overview (To-Do
a Printing & Mailing E

) Getting Ready -- First Things First
&P Print/Mail Forms Myself You must create Filers before you can create Tax Forms. Manage
8§ Via the Service Bureau TIP: A "Filer” & Company or person teling the IRS that they My Filers
1l Export Forms for Print/Mail

made 3 payment to someone. When using Pro, YO are 3 Fier.

Y Preparing My Forms
- Assembling and verifying all of the information that will be used to
Filing on Paper (via 1096)

create your tax forms. Also, fixing issues with previously Filed forms.
T Electronic Filing

L % Printing And Mailing My Forms
@ Vi the Service Bureau 2 Sending the tax forms to your Recipients. You can do this yourself

or have Pro or another service provider do it for you.

k Help & Ext - -
RS L Filing My Forms With the IRS
% Help and Tutorials Submitting your finalized tax forms to the IRS. This can be

done on paper or electronically (the preferred method.)

Compliance |Services

+ Correcting Filed Forms

L corrections? —

What's Next? (Creating Corrections, if needed)
If everything was right the first time, you are done! If you need to correct
a form, you go back to Step 1 and update the form to create a correction.

@ About the Service Bureau
A RS Pubs & Links

% Recipients List
=1 W-9/B Notices

|SysForm Date: 1/08/2020 11:02AM [%2019.12.01 (Single User) |Security: OFF |Wednesday, January 22, 2020
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Step 2. Current listing of filers for CY2019

T3 1099 Pro for 2019 Enterprise Edition - [Browse the Filers File] — [} e
File Reports Forms RS Utilities Help
FilerfEmployer/Payer Master List
This iz where you can add new Filers or update existing Filer information
o Current View: | By Filer Name ~ Current Query: | All Records ~
Current Form: JETERE T EToggies
TIN Location Payer Code Name 1 Name 2 Address 1 Address 2
. HO-CC-AP NASA SHARED SERVICE CENTER FOR THE ACCOUNT OF N BLDG 1111 JERRY HLA!
Preparing My Forms (& GRC GRC-CC-AP NASA SHARED SERVICE CENTER | FOR THE ACCOUNT OF M BLDG 1111, JERRY HLA
. . GSFC GSFC-CC-AP NASA SHARED SERVICE CENTER | FOR THE ACCOUNT OF M BLDG 1111, JERRY HLA
< Work With Wy Tax Forms JSC-AP JSC=CC-AP NASA SHARED SERVICE CENTER | FOR THE ACCOUNT OF N BLDG 1111, JERRY HLA
B8 moort New Tax Forms 5 AFRC-AP AFRC-CC-AP | NASA SHARED SERVICE CENTER | FOR THE ACCOUNT OF N BLDG 1111, JERRY HLA
LARC-AF LARC-CC-AP NASA SHARED SERVICE CENTER | FOR THE ACCOUNT OF M BLDG 1111, JERRY HLA
Form Totalz Reports
=7 Print/Mail Forms Myself
!'_E| Via the Service Bureau
14 Export Forms for Print/Mail
Filing on Paper (via 1096)
T Electronic Filing
@ Via the Service Bureau
) Help & Extras
? Help and Tutorials
+# Correcting Filed Forms
@ About the Service Bureau
‘T RS Pubs & Links
8 Recipients List
=] W-9/B Notices
< >
=, Run Filer Report & Add = Delete
& Close ? Help
|Browsing Records |SysForm Date: 1/08/2020 11:02AM [+2019.13.01 (Single User) |Security: OFF |Wednesday, January 22, 2020 [ 2:54PM

Step 3. To add a filer and form, click on +add button and update with EIN of center, payer code
(such as GSFC-AP), address and phone number contact (this will be the same as used for the
vendor 1099 report from SAP, (refer to Step 3.6).
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Step 4. Once filers are set up, enter data for the vendor by filer. This will come from the files
submitted by Procurement and Accounts Receivable. The vendor data includes TIN, Name,
Address, Amount paid, filer selected from listing and form number to be used. Example listing
for: LARC-AP Form 1099-MISC

Form 1099-MISC: Enter, Update and View

This is where you can create new 1099-MISC Forms or update existing Forms (asterisk in status = warnings/errors)

SE E CENTE Current Sort/View:| +By TIN Current Query: | All Records |z| =
Select Another Filer

Search TIN:

Recipient TN Last Name/Compan First Mame Status Account Name Line 2 Street/Delivery
SB Print=File PC11676017 8717 COLD SPRING RD

SB Print+File | PC11616313 3607 N 22nd St
g ~ SB Print+File | PC11623718 656 12th 5t
Work With My Tax Forme SB Print+File | PC11537730 8155 PILLOW RD
g Import New Tax Forms SB Print+File | PC11603927 526 W 26th 5t
SB Print+File | PC11660318 263 DECATUR ST
m Form Totals Reports SB Print+File | PC11654979 1015 Trowbridge
SB Print+File | PC11628465 1 FRANKLIND ST
SB Print+File | PC11656673 5052 PROVIDENCE RD, STE 10/
Printing & Mailing 3 SB Print+File | PC11680461 2 MARINA BLVD
SB Print+File | PC11629636 205 WASCO 5t
=P Print/Mail Forms Myself
& Via the Service Bureau
2 Export Forms for Print/Mail
Filing My Forms 3
Filing on Paper (via 1096)
TE] Electronic Fiing
(3 Via the Service Bureau
Help & Extras
? Help and Tutorials
+# Correcting Filed Forms
@ About the Service Bureau
B RS Pubs & Links
I8! Recipients List
=1 W-9/B Notices.
<[ "
[ = Quick-Print Form ”L—d Email Tax Form ] [j.l}]- Browse By Form ] [ & Add I [A ghange] [ = Delste ]
= P B
[,g‘ Print/Views Report ] [,g Custom Reports ] [HHH Group Actions ] [ « Track I [ & Close ] [ ? Help ]
|Browsing Records | security: OFF [Tuesday, February 26, 2019 [ 151PM
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Step 5. To add another vendor, click the +add button and fill out form with TIN, Name, Address,
Amount paid in block 7 Step 6. Click save form, it will be added to list of tax forms by filer.

= 1095-MISC example pll - Adobe Acrobat Pro 2017 - 8 x
Fle [dt Yiew Window Heip

Home Tools 1099-MISC exampl... X
= = e R OO =m- R BEAT ©~¢
[ ] cORRECTED (if checked)
a
PAYER'S name, street address, iy of fown, stale of province, country, ZIP. 1 Rents 2 Royallies OMB No. 15450115 Create PDF
or foreign postal code, and telephone no < s
Edit PDF
NASA SHARED SERVICE CENTER 30
ther income 4 Federal income tax withheld
FOR THE ACCOUNT OF NASA LARC B Export POF
gLDG 115‘\ 1, JECI:RRY HLﬁssgg%gé%y;sFMD AP s S Form 1099-MISC S
tennis Space Center, - : Com
P § Fishing boat proceeds 6 Medical and health care payments Miscellaneous Comment
(877) 6772123 $ $ Income Orgarize Pages
PAYER'S TIN RECIPIENTS TIN 7 Nonemployes compensation |8 Substitule payments in lieu of o
dividends or interest Copy B -
s 1090.50 |s For Reciplent £ Enhance Scans
- - 8 Payer made direct sales o1 $5,000 0 10 Crop insurance proceeds This is important las -
more of cansumer products to information and is bemg O Protect
a buyer (recipient) for resalce 3 fumished to the 1RSI you
are requi o a retum, )
ROBERT R POWELL " 12 B Nagiigance panalty o A Fill &sign
5344 REASOR CT olher sanction may be
i . imposed o s
» Virginia Beach, VA 23464 13 B pay 14 Gross o an atiomey INCOMB1S Xabie and the » [ PrepareForm
IRS delermunes that it has
$ $ nol been reported Compare Fiks
15a Section 400A deferrals 16b Section 4004 income.
3 @ More Tools
Account number (see instructions) | 72 CA Hi 16 State tax withheld 17 State/Payer's state no 18 State ncome
PC11789916 $ $
Form 1099-MISC (keep for your records) ‘www_irs. gow/Form1080MISC Department of the Treasury - Intemal Revenus Service
Instructions for Recipient - 1099-MISC (20189)
Recipients taxpayer identification number (TIN). For you protection, i form may show only  Box 8 For indvaduals, eport on Schedule C (Form 1040)
the st four digs of your socialsecurty number, (S6N), indvadual taxpajer snificatin number’  Box 7. Shows nonemployse compsnisalion. f you are n the rads or business.of calching
(ITIN). adoption taxpayer enification numoer (ATIN). o employer dentiication number (EIN) fish, box 7 may show cash you recelved for e s offish 1fthe amourt n this box €
Hawever, the payer has reported your complete TIN 1 the IRS income, raport it on Schedule C of F (Form 1040), and complete Schedule SE (Form 1040) Store and <hare files in the
Aceourt number, May Show an Sccount of other ukque number the payer assigned (o You received this form instead of Form W.-2 because the payer did not consider you an ocuant Chowd
distinguish your account employee and did ot withhold income tax or social secunity and Medicare tax. If you believe
FATCA filing neguilemm If the FATCA filing requirement box is checked, the payer is you are an employee and cannot get the payer to correct this form, report this amount on the aam More
reporfing cn this Form 1099 to satisfy its chapter 4 account reporfing requirement. You also may  line for “Wages, salanies, tips, etc.” of Form 1040 (or Form 1040NR). You also must complete v

Step 6. Once all forms are input by filer, they are ready to be printed. Once printed, check all
forms and all filers. Accounts Payable will use the 1099-Misc Form and Account Receivable will
use the 1099-C form.
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In 1099-PRO go to tab 2 — Printing and Mailing
Click Print/Mail Forms Myself button, click Begin a New Print Process

Form 1099-MISC: Print forms for Recipients and the IRS

From here you can print new tax forms or view/reprint forms from past print sessions

Begin Printing IRS Approved 1099-MISC Tax Forms

Please choose the method to be used for selecting the 109%-MISC forms to print '
rrent Form: GRUEEET Lo _ ~
@ ALL Pending forms for the CURRENT filer () ALL Pending forms for ALL Filers
(7) Manually select forms for the CURRENT filer () ALL Pending forms for SELECTED Filers

=paring My Forms (&

[ show me the optional extra fiters for limting the number of records that will be selected Beai N
i egin a New
d Work With My Tax Forms Once you have printed all of the desired copies, you wil have the option to save @ =t 'gt P
g Import New Tax Forms the session and update the status of the selected forms to Printed. LA

Form Totals Reports

Completed 1099-MISC Print Sessions Current Query:

Printing & Mailing S s the options below to view, report, reprint or reset prior completed print sessions
Session Type Total Forms w/Error wiWarning Date Filed Filed via Resetoid Session Reset
=P Print/Mail Forms Myself

& via the Service Bureau
2l Export Forms for Print/Mail

Filing My Forms 3

Filing on Paper (via 1096)
TG] Electronic Filng
@ Via the Service Bureau

? Help and Tutorials

+# Correcting Filed Forms
@ About the Service Bureau
B RS Pubs & Links

I8! Recipients List
=7 W-9/B Notices

<[ v
[ ‘g, View/Print Session Report ,g, Reprint Session ,& Reset (VOID) Session
-4’ Close -? Help

[Security- OFF ‘Wednesday, April 17, 2013 [1033aMm
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Click Process all 1099-Misc records

223 1099 Pro for 2018 Enterprise Edits

- ey S (= [ B i)

File Reports Foms IRS Usities Help

LARC-AP Form 1099-MISC: Print forms for Recipients and the IRS

. From here you can print new tax forms or view/reprint forms from past print sessions
ARE VICE CENTE

Select Another Filer
Current Form: [JEIEEEIE

(K Work With My Tax Forms
g Import New Tax Forms

m Form Totals Reports

Print Options
1099-MISC Special Processing

This step lets you process all 1088-MISC records or just records with Box 7 Non-Employee
compensation.

=P PrintiMail Forms Myself
& Via the Service Bureau
22 Export Forms for Print/Mail

1099-MISC new requirement. Effective tax year 2016, the IRS filing deadline for Form
1099-MISC with box 7 is the same as the print & mail deadline on 1/31/2018!

Filing on Paper (via 1096)
T Electronic Filng
{3 via the Service Bureau

Process ONLY 1099-Misc records with Box 7 Mon-Employee compensation.

@ Process all 1099-MISC records.

() Process only 1099-MISC records with Box 7 Non-Employee Compensation.

? Help and Tutorials
+# Correcting Filed Forms
@ About the Service Bureau
B RS Pubs & Links

IR Recipients List
=1 W-9/B Notices

Click this button to proceed with creating the report

[securty: OFF Wednesday, Apri 17, 2019 10:33AM




NSSC Process Work Instruction NSPWI-9000-0007 Basic Version

Number
Effective Date: 02/24/2020
Expiration Date: 02/24/2022

Page 44 of 59

Responsible Office: Accounts Payable
SUBJECT: Accounts Payable 1099 Work Instructions

Tab thru as instructed by software, “next” button

- ey S (= [ B i)

Reports

Forms

Form 1099-MISC: Print forms for Recipients and the IRS

TreE From here you can print new tax forms or view/reprint forms from past print sessions
CE CEN

Manage

(K Work With My Tax Forms
g Import New Tax Forms

1093-MISC Print Wizard

Getting Ready to Print your 1099-MISC forms

These tips and instructions will help you to get started with the Print Wizard.

m Form Totals Reports

=P PrintiMail Forms Myself
& Via the Service Bureau
22 Export Forms for Print/Mail

Total selected Recipients: 2

[+ Incases where there is additional information and help available for a topic, you will
see a Help button like this one nextto it. Click on the button to view the special help.

> We highly recommend that you run a Control Totals Report for this form type before
printing any forms so that you can verify that all information and amounts are correct.

I Important: 1099-MISC form with Box 7 amounts are due filed to the IRS by January 31st.

Filing on Paper (via 1096)
T Electronic Filng
{3 via the Service Bureau

Important dates for this tax year

[» Original copies for your recipients must be mailed on or before: January 31, 2019
> Original red IRS CopyAmust be mailed to the IRS on or before: February 28, 2019
> For corrections, the IRS requests that you provide copies ‘as soon a possiole’.

? Help and Tutorials

+# Correcting Filed Forms
@ About the Service Bureau
B RS Pubs & Links

Click on the ‘Mext' butten to begin the wizard. If you wish to go back
to a previous step, you can press the "Back’ button at any time.

IR Recipients List
=1 W-9/B Notices

Proceed to the next step

Wednesday, Apri 17, 2019
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Review that correct printer is selected, select pre-printed plain paper forms, then “next

% 1099 Pro for 2019 Enterprise Edition - O
File Reports Forms [RS Utilities Help

Form 1099-MISC: Print forms for Recipients and the IRS

From here you can print new tax forms or view/reprint forms from past print sessions

'\95 Work With My Tax Forms
'g Import Mew Tax Forms

1099-MISC Print Wizard

Form Totals Reports

Select the printer and paper type to use
Here yvou need to select the printer that will be used to print vour 10%9-MISC forms

The currently selected printer is:

Adobe PDF
Documentst.pdf (winspool)

=7 Print/Mail Forms Myself
!£| Via the Service Bureau
X Export Forms for Print/Mail

E,g, Select a different Printer or Port i ‘

Choose the type of paper that this printer will be using for the tax forms...

(O Pre-printed plain paper forms (including IRS red Copy A)

The wizard will help you determine exactly how many sheets of the pre-printed forms
you will need in order to print all of your selected recipients.

Filing on Paper (via 1096)
T Electronic Filing
@ Via the Service Bureau

(® Blank stock (plain white paper or blank pre-perforated)

Forms must be printed in black ink on white paper - no color inks or papers. Some
forms require that instructions be printed on the back - the wizard will help you.

(O Pressure Sealf/Alternate Combined Layouts for recipient combined copies
Templates for printing recipient copies using pressure seal and other paper formats.

% Help and Tutorials
+* Correcting Filed Forms
@ About the Service Bureau

‘T RS Pubs & Links ¥ Ccancel ? Help

%} Recipients List
=] W-9/B Nofices

|SysForm Date: 1/08/2020 11:02AM [%2019.12.01 (Single User) |Security: OFF |Wednesday, January 22, 2020
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Select forms which print one recipient per page, then “next”

% 1099 Pro for 2019 Enterprise Edition - O
File Reports Forms [RS Utilities Help

Form 1099-MISC: Print forms for Recipients and the IRS

From here you can print new tax forms or view/reprint forms from past print sessions

Current Form: Rl "] R eggpes

'\95 Work With My Tax Forms
'g Import Mew Tax Forms

1099-MISC Print Wizard

FIEZ S 3ETE S What 1099-MISC Copies do you wish to print on blank paper?

Click in the box next to any Copy to print one of these forms for each marked recipient

Filer forms which print TWO recipients per page

[] Copy 1 For State Tax Department
[] Copy C For Payer

=7 Print/Mail Forms Myself
!£| Via the Service Bureau
X Export Forms for Print/Mail

Recipient Forms which print one recipient per page
Allrequired forms are printed together, ready to simply fold and mail.

EA:Combined For Recipient (Biinstructions/2

Filing on Paper (via 1096)
T Electronic Filing
@ Via the Service Bureau

Recipient forms which print TWO recipients per page
[] Copy 2 For Recipient to File with State Tax Return
[1 Copy B For Recipient
[ Instructions to Recipients

% Help and Tutorials
+* Correcting Filed Forms
@ About the Service Bureau

‘T RS Pubs & Links ¥ Ccancel ? Help

%} Recipients List
=] W-9/B Nofices

|SysForm Date: 1/08/2020 11:02AM [%2019.12.01 (Single User) |Security: OFF |Wednesday, January 22, 2020
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Choose order for 1099s to be printed, by LAST NAME, then hit next

% 1099 Pro for 2019 Enterprise Edition — O
File Reports Forms [RS Utilities Help

Form 1099-MISC: Print forms for Recipients and the IRS

From here vou can print new tax forms or view/reprint forms from past print sessions

'\‘;{ Work With My Tax Forms
g Import Mew Tax Forms

1099-MISC Print Wizard
What order should these 1099-MISC forms be printed in?

This choice determines the order that each zet of 1099-MISC copies will be printed in

Form Totals Reports

Please choose a sort order...

=P Print/Mail Forms Myself
!£| Wia the Service Bureau
11 Export Forms for Print/Mail

® By Last Name | Company Name:
Sorts the recipients by their Last Mame, or their Company name if not an individual.

(O By TIN (EIN or SSN), then Last Name/First Name and Account

Sorts the recipients by their Tax ldentification Number (EIN or SSN)

(0 By Zip Code (U.S., then Canada, then foreign)

Groups the forms by the recipient's Zip Code. Use this option if you
need to pre-sort mailings for the Post Office.

() By State Abbreviation (U.S., then Canada, then foreign)

Filing on Paper (via 1096}
T Electronic Filing
() Via the Service Bureau

(O By Account Number, then Last Name
Recipients with missing account information will print before actual account numbers

? Help and Tutorials

< Correcting Filed Forms
@ About the Service Bureau
‘D RS Pubs & Links

[] within each selected Copy, keep all ofthe forms for each Filer grouped together
Note: Copy A forms are always grouped by Filer whether this box is checked or not.

%} Recipients List
=] W-9/B Nofices

|SysForm Date: 1/08/2020 11:02AM [w2019.13.01 (Single User) |Security: OFF |Wednesday, January 22, 2020
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

When completed printing, click “finish”. Review and mail copy “B” of the 1099 forms

ARE VICE CENTE
Current Form: JEIEENTTEIES

(3’ Work With My Tax Forms
B8 mport New Tax Forms

[ Form Totals Reports

= Print/Mail Forms Myself
ﬁ Via the Service Bureau
22 Export Forms for Print/Mail

Filing on Paper (via 1096)
5] Electronic Filng
@ Via the Service Bureau

Form 1099-MISC: Print forms for Recipients and the IRS

From here you can print new tax forms or view/reprint forms from past print sessions

1053-MISC Print Wizard

Are these forms ready to send to the IRS?
Choose the option which best describes your current situation and then press “Finish”

? Help and Tutorials
+ Correcting Filed Forms
@ About the Service Bureau
B RS Pubs & Links

TR Recipients List
=1 W-9/B Notices

[» If you have more copies to print for these recipients right now, press the
‘Back’ button to restart the wizard.

) NO - I haven't printed my finalized or red Copy A forms yet

This option leaves your forms with a status of Pending’, which means they
can still be updated via the tax form's Enter, Update and View browse. ]

- When you are SURE there are no more changes, answer YES to protect the forms -

@ YES - | have verified and/or printed my finalized Copies or red Copy A forms.|
The forms are no loenger 'Pending’; they are ready to file with the IRS.

These forms will be marked as 'Printed’, which means that they can no

longer be updated and will now be available to transmit to the IRS via
electronic filing or wa paper using a Form 1096.

TIP: If you need to make any last minute changes andfor reprint a Copy A, you can change the

status for a form back to 'Pending’ by using the ‘Change’ option on the tax form's Enter, Update
and View browse, then choosing ‘Reset.

[Securty- OFF Wednesday, April 17, 2013 11:06AM
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

Step 7: Filing Forms with IRS: In 1099-PRO, go to tab 3 Filing My Forms, Electronic Filling

A text file will be submitted to the IRS for each filer, first via IRS test Fire, then to IRS Fire for the
final file. That submission will not occur within the software due to data security compliance
issues and will not be completed by 1099 PRO Service Bureau. Dates for mailing and submittal

to the IRS will be as listed in the checklist, see Appendix B.

725 1099 Pro for 2018 Enterprise Editia

File Reporms Forms IRS Utilities Help

Form 1099-MISC: Print forms for Recipients and the IRS

From here you can print new tax forms or view/reprint forms from past print sessions

Begin Printing IRS Approved 1099-MISC Tax Forms

Please chooge the method to be used for selecting the 1099-MISC forms to print
@ ALL Pending forms for the CURRENT filer (©) ALL Pending forms for ALL Filers
(7 Manually select forms for the CURRENT filer () ALL Pending forms for SELECTED Filers

[ VR 1099-MISC [v]

Preparing My Forms (&

|:| Show me the optional extra fiters for imting the number of records that will be selected

Once you have printed all of the desired copies, you wil have the option to save
the session and update the status of the selected forms to Printed.

& Work With My Tax Forms
B8 mport New Tax Forms

[B] Form Totals Reports

Begin a New
Print Process

Completed 1099-MISC Print Sessions
B Printing & Mailing Y Use the options below to view, report, reprint or reset prior completed print sessions

Current Query: | All sessions for filer =

&7 Print/Mail Forms Myself ] 4/17/2019  11:07 AM _ Originals
ﬁ Via the Service Bureau
22 Export Forms for Print/Mail

Filing on Paper (via 1096)
5] Electronic Filng
@ Via the Service Bureau

? Help and Tutorials
+ Correcting Filed Forms
@ About the Service Bureau
B RS Pubs & Links

TR Recipients List

=1 W-9/B Notices

™

ResetMoid Session Reset

Session I Date Time: Session Type Total Forms w/Error w/\Warning Date Filed Filed via

E— r__ _aaae— a3

v

,g, Reprint Session

[ ‘g, ViewPrint Session Report

,& Reset (VOID) Session

Browsing Records | Security: OFF

Wednesday, April 17, 2013 [11:09am
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Responsible Office: Accounts Payable
SUBJECT: Accounts Payable 1099 Work Instructions

Create a new 1220 generation format file for e-File. This will create a text file to submit to the
IRS. You may also submit to IRS Fire site directly from this screen by clicking e-file button. File
text file in FM/Accounts Payable Accounts Receivable/ Accounts Payable/TAX & IRS 1099
Info/20XX 1099 Reporting/Convenience Check. Notify L3 POC via e-mail that files are available
for review on the “N” drive. Submit the test files to the IRS test fire (SEE PROCESS 3) Use
the transmitter control codes that are used with the Accounts Payable reporting by center to the
IRS after approval is received from L3 - SEE PROCESS 3. After good test fire files are received
and approval is received from L3, 1099s will be mailed to the recipients and text files will be
submitted via IRS fire

Preparing Tax Forms for Filing Electronically
From here you can inttiate a new Filing session, veoid a session or report en forms in past Fiing sessions

Begin new 1220 generation session

-
[» IRS Publication 1220 specifies how to file tax forms electronically. Click on help for more

information

Eea—= - g Some Sute

A

& Work With My Tax F format file for e-File Elimr =
orl y Tax Forms

B mportew Tox Forms Completed 1220 File Generation Sessions List

(8] Form Totals Repors Use the options below to view, report, reprint or reset (void) prior completed 1220 Current Query: |

generation sessions [ Siip woided sessions
B Printing & Mailing £ Log Session Filer TIN Form Type Copy Count Trans Type Info  Session Date Time ResetVoided File name

=P Print/Mail Forms Myself
& via the Service Bureau
2l Export Forms for Print/Mail

Filing My Forms 3

Filing on Paper (via 1096)
TG] Electronic Filing
@ Via the Service Bureau

? Help and Tutorials

+# Correcting Filed Forms
@ About the Service Bureau
B RS Pubs & Links

Help & Extras

I8! Recipients List
=1 W-%/B Notices

< [ v
Starting point for electronic file generstion [Security- OFF Wednesday, April 17, 2019 [11142M

After GOOD files are accepted by IRS, use PROCESS 5 for 1099s processed thru 1099 Pro
Enterprise Edition
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

APPENDIX A — ACRONYMS

Acronym Definition
AAO Agency Applications Office
AP Accounts Payable
CSs Civil Servant
DI Document Imaging
FMD Financial Management Division
GRS General Records Schedule
ICB Inventions and Contributions Board
IRS Internal Revenue Service
MRI Master Records Index
NASA National Aeronautics and Space Administration
NPR NASA Procedural Requirements
NSSC NASA Shared Services Center
POC Point of Contact
PMO Program Management Office
SAM System for Award Management
SAP Systems, Applications, and Products
SN ServiceNow
SP Service Provider
SR Service Request
SSA Social Security Administration
TCC Transmitter Control Code
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

TECHDOC NSSC Records Management System
TIN Tax Identification Number
VPP Vendor Payment Processor
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Responsible Office: Accounts Payable
SUBJECT: Accounts Payable 1099 Work Instructions

APPENDIX B — ANNUAL 1099 CHECKLIST SAMPLE

M55C Accouwsts Paysble [AF] Civil Servant [C5] sends an emsil b BASA Enterprise Apolications
Compatency Canter {MEACC] [Undrell Bxttie ard Lorrie Yolkmar] snd copies AF Service: Froviger (5P)
Supsrdsor nequesting the status of the SR for processing the test files. The AP Vendor Pagment
Proceszar (WPF) Leads are to test nanming the 10453 files in SAP pricr to aciusl processing and provide

Lot I E i rt i b the MEACT.
status. If amy issues are discovered, repo em to . S

AP C5 serds an email reminder) notification to NE5C Froosnement [Suzamnne Horesyoutt and Helen Do
Carter] and copy AF 5F Supenisor [Bammy Backes) and AP WFP that processes the Convenience Check
105Ss [Amn Parker] to prn-.lirl-e b comipleted spresdskes=t for the ConveEniemce Check 1099 dats as
sCon Bs possible in sarky fsnuary and reminding them thst the IRS deadiine for msiing 1095 is
hanuary 317, Also ask them for an estimate of the total number of Convenience Check 10595 to be
z processed Tor &l Cemwters. Earty Nowember
Send am email to IT Support Speecialist (Jeffrey Henressey and Robert Murphy] to obtzin states of
purchams request for 1055Fro Software Renewal. 1095Fro is used for processng the Convenience
Check 10995 because they are not processed in SAF. He will ssnd a quote to AP S for
review/spprosral. Revise quote as pesded beased on the estimated numiber of Corsenienos Chesck
3 1059s o be procensed. Earty Mowember
Onoe the 10239FTo software renewal has been purchassd, 109S5Pro will send the links to KESC T
|Frank Carmagsic] for installing the softwars on VFPs [Ann Parker] computer. |Note: Ann Farker

4 currently processes Conveniznces Check 10995 for all Canters.] Earty Mowember

5 Clhzan up Wendor Records [Tax Withholding] Dec. 31, 2046
Run PmE Stst Report in SAP

L [T-code: ZF1_AF _FIMT_STAT] Dec 31, 2046
Check Tax Withholding Tab in 58P

¥ misks CATECHONS A5 Re=ded D= 31, 2048
Execute 1000 Take an SAP

[T-code: 5_POO_0T000134)
SEwe & COpYy OF the all reports (text and pof files] om the N drive under the Test files folder for the
Cearvber

Chieck all files to make sure 1099 report is working oomecthy and sll informistion is wisable on every
record- nepert anmy issees

Run FELLN on royslty paym=ents for your Center and compars to 1099 report to Verify everything is
palling correcty - report any ssses

= By Mov. 30, 2016
MAKE Sure you Cam kg into the IRS Wiebsite

[note: youw will be prompted to change your passwond in both systems]

hitps/fire_irs mov

2 hitps fire test irs mow) Tast by Neow. 13, 2016
Executs 1099 file in SAP
|T-code: 5_FO0_O07300134)
[hzwe mesting torum all files at the same time)
SEwe & OOy OF all reports on the W drive under the: pripted fiies folger for the oenber

[The folding center should ran & 1095 fils in SAP fior the opposite center to serify the pumber of 1095
- Smwe & copy of the reports on the N drive wnder the review files folder for the canter

1059 lead willl notfy L3 for revies
|Rercerre email Ehat 1055s are ready to print

Jan. 12 3047

Primt amd trade 10953s with ancther conter to Told and sheff envelopes |double check vemdors and
make sane is wi i

ARC - 53C S5 - GRC

DFRC - E5C I5C -0

MASFC - LARC

11 Jan. 15, 34T

i |Send Convenience Check Files vis 1099 Pro fmn. 24, BT
Hawe all 103595 Mailsd
13 A bzodute IRS Deadlines o have 1099 msiled Jan 31 Jan. 27, BOLT
Update vender files in S8P from retamed 10935,
Cornections and resubmit cormected 1099

Upon receist of Yerdor W-3, update Verndor Tax
14 Withholding On going
Recerve Confirmation for Clesn Test File From RS
Emsil 1099 l=ad snd backup with ¢ icn of cemn test files I izsion Period)]
File fansl copy of 1099 files in Tech Do< Fabrusry 15, 2047

[l
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Responsible Office: Accounts Payable
SUBJECT: Accounts Payable 1099 Work Instructions
Execute 1099 tile in SAF and Submit Test file to IRS
hittpsffire.test.irs.gow
Smve 3 COpy O the reports on the N drive under tect files folder for the canter
[Thee Todding center showld rum & 1099 file in SAF for the opposite center to verity the number of
17 10995 - Save a copy of the reports on the N drive under the review files folder fior the center a0
Absolute Desdline to submit Test File to IRS
18 hittps-/fire.testirs.gow, TED
Execute 1099 tile in SAF and Submit final file to IRS
hittps:/ffire.irs.gov
SHwe B COpy Of the reports on the N drive under finsl files folder for the cerber
[The: foiging center should ren & 1095 file in AP for the opposite cemter to werify the numoer of 10955
- Save & cogy of the reports on the M drive wnder the review files folder for the center
15 1059 lead will oty L3 for review a0
Recefve email that 109595 are ready to submit
ubsmit final file to IRS |kttps-/ffireirs.gov]
sl 4 bsodute IRS Desdlines bo receive final fils Jsnusry 34 TED

Certify that | have completed all task for 1093 filing.
Print Name and Center:

Signature:
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

APPENDIX C — PAYMENT AND ACCOUNT TYPES MATRIX

SAP Account Type and Tax Withholding
SAP . . Payment Add to
Source Document Account 1099 Withholding |Document| Payment 4
Account Proposal Run | Manual
Range Reportable Tax Code Type Method N A
Type ID (2nd position) Adj. File
Vendor Invoi PO invoice ZREM 100000- Y 07 D,C D,C *
endor invoice 999999 RE : '
Vendor supply Lo 100000- N = supply lines .
Invoice PO invoice ZREM 999999 Y = services 07 RE D, C D,C
Vendor FI Outside Buyer 100000~ N-supply lines .
Invoice mostly ZREM 999999 Y= services 07 KR b.Cc D,C
Vendor FI shipping 100000~ .
Invoice invoice ZREM 999999 N N/A ZN, ZG b.C D.C
Foreign Vendor Lo 100000-
ITS Payment PO invoice ZREM 999999 N N/A RE C F Y
Foreign Vendor - 100000-
ITS Payment FI Coversheet ZREM 999999 N N/A RE, KR, ZN (o} F Y
Foreign Vendor - L 100000- *
IAT (domestic | © Mveice/Fl | ZREM 999999 N NIA RE, KR, ZN F F
700000000 - .
Royalty FI spreadsheet ZROY 7999999999 Y 02 KR D, E E
Royalty - Estate 700000000 - .
of spreadsheet ZROY 7999999999 Y 03 KR D, E E
Employee .
[/ FI ZEMP 1-99999 N N/A E E *
Reimbursement novice or RE, KR
TORT Claim - |7 0 orsheet | zEMP 1-99999 N N/A E L .
employee KR
TORT Claim - 100000~ .
non-employee FI Coversheet ZREM 999999 N N/A KR D L
Settlement - 100000~ .
Employee FI Coversheet ZREM 999999 Y 03 KR D, C L
Settlement - Firm|FI Coversheet | ZREM 100000- Y 03 KR -l D,C L .
999999 RE - MM
9000000000- .
ICB spreadsheet ZICB 9999999999 Y o7 KR C,D B
JP Morgan Statement & 100000~ RE, KG - PO .
Chase - Pcard |spreadsheet ZREM 999999 N N/A KR - FI P X
KR-FI
JP Morgan Statement & ZREM 100000- N N/A KG - FICM D X .
Chase - Fleet spreadsheet 999999
RE - PO
JP Morgan Statement & 100000- Various - N
Chase - CBA spreadsheet ZREM 999999 N NIA Interface X X
AR Payments g0 Task ZEPY 1-999999 NIA NIA NIA 5 - check R -
Domestic 6-EFT
AR Payments - 5 - check
SNOW Task K
Foreign ITS as ZEPY 1-999999 N/A N/A N/A 6-EFT R Y

* Add to Manual Adj. File if payment confirmaiton was reversed yet confrimed in the same month
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

APPENDIX D — AAO SR E-MAIL

Good Afternoon,

| wanted to check on the status of the SR for CY 20XX 1099-MISC form processing. Please let
me know when NSSC can start testing files.

Thanks,
Michelle Hoehn

NSSC Accounts Payable
1-228-813-6009
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

APPENDIX E — CONVENIENCE CHECK AND AR E-MAIL

Good Morning,
This is just a friendly reminder to provide completed 1099 information for all of the 20XX
convenience checks and Accounts Receivable write offs as soon as possible in December so

we can prepare the 1099-MISC and the 1099-C forms for submission to the vendors/customers
and the IRS. If you have any questions, please let me know.

Thanks,

Michelle
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Responsible Office: Accounts Payable

SUBJECT: Accounts Payable 1099 Work Instructions

APPENDIX F — CONVENIENCE CHECK LISTING

Center

GRC

GRC

AFRC

AFRC

AFRC

GRC

GRC

GRC

GRC

GRC

GRC

GRC

GSFC

GSFC

GSFC

AFRC

AFRC

AFRC

AFRC

LARC

LARC

LARC

LARC

LARC

Supplier

Hartne-Il College
Merrill Hall -

Dr. Nizhoni Chow-
Garcia

MARK
ABOTOSSAWAY
LAWRENCE
STUTZIEM

BACKGROUND
IMAGES

AEROMOTIVE
GROUND

R MYERS
CONSOLTIN

R MYERS
CONSULTIN
INDUSTRIAL
GRINDE

KABLE AND
KONNECT
STANDARD
MACHINE
TRIAD PROCESS
EQU
CLEVELAND
CLINIC
TREASURER OF
VIRG
TREASURER OF
VIRG
TREASURER OF
VIRG

Dynamic Water
Technologies

Sparkletts (DS
Services of
America)

LA County
Certified Unified
Program Agency

CF Database
Support LLC
William Powell

SETH SHOOTAK

ANTHONY
INGRAFFEA
KARENNE
WOOD

Andrew Chaikin

Merchant

Tax ID #

Merchant Merchant State Merchant Total
Address City, State Zip Code
411 Central Salinas, CA CA 93901 $ 816.00
Avenue
4801 Salinas CA 93901 $ 816.00
Hunttings CN
2316 N. COLORADO co 80907 $ 2,550.00
WAHSATCH SPRINGS
AVE, SUITE
225
28159 Valencia CA 91355 $ 3,564.90
Avenue
Stanford, Unit
120
8220 NW Miami FL 33166 $ 3,570.00
70th Street
Miami
14929 NE Woodinville WA 98072 $ 5,916.00
147th Ct.
14929 NE Woodinville WA 98072 $ 5,712.00
147th Ct.
9921 York Cleveland Ohio 44133 $ 2,167.50
Alpha Drive
13 Vernon Maynard MA 1754 $ 1,231.45
Street
1952 West Cleveland OH 44102 $ 3,493.50
93 ST
4922 Milford Ml 48381 $ 1,561.01
Technical DR
8615 Euclid Cleveland OH 44195 $ 612.00
Ave
PO Box 1104 | Richmond VA 23218 | $ 1,020.00
PO Box 1104 Richmond VA 23218 $ 816.00
PO Box 1104 | Richmond VA 23218 | $ 2,284.80
14550 N Scottsdale AZ 85260 $ 3,060.00
Frank Lloyd
Wright Blvd
Suite 100
2300 Windy Atlanta GA 30339 $ 879.81
Ridge
Parkway
900 S. Alhambra CA 91803 $ 443292
Fremont
Avenue
761 Vincent Irwin PA 15642-5603 $ 3,264.00
Dr
132 Jean Ave | Syracuse, NY NY 13210 $ 2,022.66
13210
1372 Mountain View CA 94040 $ 2,117.54
Cuernavaca
Cr
19 Hamlock Ithaca NY 14850 $ 2,223.10
Lane
1181 Three Kents Store VA 23084-2117 $ 1,612.62
Chopt Rd
291 Red Arlington VT 5250 $ 2,002.14
Mountain Rd
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LARC THE LAVIN 1133 New York NY 10010 $10,200.00
AGENCY Broadway,
Suite 1220
LARC Steve Kellum P O Box 203 Achilles VA 23001 $ 1,632.00
NSSC STEVEN L MOSS 3000 Park Waco X 76708 $ 2,040.00
Lake Drive
NSSC JZ MEDIA 1740 Merritt Island FL 32952 $ 3,519.00
Manatee
Court
NSSC GRANDIN 2918 Fort Collins co 80526 $ 2,040.00
LIVESTOCK Silverplume
Dr Unit C3
GSFC YI REN NG 467 Kentucky | Berkeley, CA CA 94707 $ 1,224.00
Ave.
GSFC MIKE 104 W. 70th New York NY 10023 $ 1,020.00
MASSIMINO St
GSFC KIMBERLY 334 Highland Sugar Mtn, NC NC 28604 $ 1,020.00
JOCHE Circle
GSFC DANIELLE 2213 Baltimore, MD MD 21209 $ 1,122.00
SHAPIRO Sulgrave Ave
GSFC JAN STUPL NASA Ames, Moffett Field, CA 94035 $ 1,224.00
MS202-3 CA
GSFC ARVIND 1321 Perry Morgantown, wv 26505 $ 1,020.00
PADMAVATHY Ave, Apt 20 WV
GSFC ROBERT 6005 Williamsburg, VA 23188 $ 1,020.00
LINDBERG Richpress VA
Drive
GSFC DAVID GILBERT 1450 Neal Carbondale, IL IL 62902 $ 1,122.00
Lane
GSFC DAVID 100 Hampton, VA VA 23666 $ 1,020.00
THROCKMORTO Explorations
Way
GSFC SKY BY NIGHT 1449 Colby Los Angeles, CA 90025 $ 1,224.00
PROD Ave, #202 CA
JsC HOHENSTEIN 317 S Cavin Ligonier, IN IN 46767 $ 2,488.80
INSTITUTE Street
AMERICA, INC.




