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A. Extract Payments data
B. Pull only data for 1099-MISC form
C. Create an Excel file by IRS Box Type
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How to get to your 1099-MISC data by IRS Box Type

1. Login to ER |* Accessthe following URL: hitps://reporting.des.wa.gov (inside SGN) or
https://secureaccess.wa.gov (outside SGN].
Web P gov | )
Intelligenc |+ System Login - Login in to Web Intelligence.
e (Webl) ]
@) Enterprise Senvices ek
Enterprise Reporting Services (360)407-8176 N
Log On to DES Enterprise Reporting 3110 H$
Enter your user information and click Log On. (
(If you are unsure of your account information, contact your system administrator.) {
r
User Mame: |trinh 105 .
Passward: ‘
LogOn_| {
.,J -'\-"‘H'-.-'“L'--.,.-r.q‘\"-\_*\ " - ‘l“"*\,ﬂ"-w‘.l"““‘,
2. Locate e C(lick "Documents” tab
1] .
AFRS 1099 Wiashingion S".chLk::n'Irr-cr'.‘o‘ ]ﬁ. ’
Repori @ Enterpnse .S?Wmsml #
Templcﬂe" [Hnme l Dn-cumenisé] ?
View * New + Organize Send rj
My Documents
e Under [My Documents], Click on the “Folders” fitle. This will open up
the “Public Folders”
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https://reporting.des.wa.gov/

How to get to your 1099-MISC data by IRS Box Type

Wishingion Siate Department of

Enterprise Services ‘

Home | Documents

View * New + Organize

My Documents

=
L Inbox

""" & Personal Categories

=W

Click on the plus sign of the “Public Folders” to open.

Home | Documents L
View ~ DNew Organize

My Documents

Navigate to “AFRS 1099 Report Template” folder and double-click on
the folder’s title to open folder.
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How to get to your 1099-MISC data by IRS Box Type

3. Copying InsideT’rThe “Al\FiT?S 1099 Report Template” public folder is the baseline 1099
report femplate.
the 1099
report info | The baseline 1099 report template is titled, “Agency AFRS Transaction
your "MY Detail Report”.
Favorites” Steps to save the 1099 report template in your “My Favorites” folder:
e Right-click on the "Agency AFRS Transaction Detail Report” report
title to open up Organize function.
e Select Organize and Copy
Title « Type -.
| 1099-MISC Adjusting Template Web Inteligence
‘ﬂ Agency AFRS Transaction Detail Report
View
View Latest Instance '
Properties )
Schedule '
History )
Categories 1
Document Link ;
Create Shortcut In My Favorites )
Send oL Cmy f
Dekais Copy Shortout
K "‘-\ ""ﬂ .. -r“~ .J'x M\“*
¢ Navigate to your "My Documents and double click on the fitle to
expand your "My Documents”. You should now see your “My
Favorites”
My Documents
- [Expand My Du:u:umentsh
7 B ~webinteligence
o Righf— -click on [My Favorites] folder
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How to get to your 1099-MISC data by IRS Box Type

e Select Organize and select Paste

Home | Documents

View = New = Organize * 5Send More Actio
My Documents
BN ) Fayoui]
Properties
il P
Mew >
109
Organi
Hely L . Paste
Details

W
II_WebI_Advanced_110315
B 2011 webl Advanced 120612

II_Webl_Advanced Exercises

AANAN S AL

CMWEE

rJInI:u:mc

By saving the baseline 1099 template into your “My Favorites”, you
become the owner of the template.

4. Modify Note: Please make sure that you are opening up your copy of the
baseline 1099 template, as you must be the owner of a tfemplate in order
1099 repori to modify it. Your copy of the template is the one you've saved in your "My

(You must | Favorites”

be the Also Note: You must have Web Intelligence Named User license order to
Owner) create/modify templates.
A. Open "My Favorites" folder, locate the saved 1099 template, right-
clicks on the report title, and select [Modify].
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How to get to your 1099-MISC data by IRS Box Type

My Documents Title

E- = My Favorites A_Operating_Statements_Fidudary_[CAFR]

Right Click

~ @ personal Categories Details

j
[ ~ebinteligence | * | A2Proprietar .
-l 1059 MISC # | A3 Fid Opera Properties 1550
- Helpdesk # | A3 Fid Opera Modify r SS5ource 550
[0 1_webI_Intro el Fldumr?‘  schedule
* | ADDS - Begir n Control
- [ II_Webl_Advanced ¥ | ADDS - Begin Categuries LGl
E- [ II_Webl_Advanced  # | ADDS - Trans LinoEaT
| IT_Webl_Advanced: * adtc.xls — i
“ ] omweE D ¥ | AE cted Organize >
B I box ¥ |AEStatusbv . o4 3
|
!

Ageﬁ"éﬁi‘ﬁmb

B. Using Prompts
e Enter value for prompt value; Agency

In the Agency prompt, enter your agency three-digits code and
click on the right arrow to select value:

Prompts 2 '
* Enter value(z) for Agency: Type availe 179‘ Selected Valus(s)
* Enter vale(z) for Calendar Year '
N ]
¥ (optional) Erter value(s) for Transaction Type: By w :
ABENCY ‘
¥ [optional) Enter value(s) for GL Account: 7120; 7. hat
N
(I3 =
oo L ]
o1
012
k) A
o x
020 |
035 F
37 (
)
Last Refreshed: 10972013 10:13.31 AM ’
# - ,

Cancel

S SR ST S PRSI L O WA Y iy
e Add prompt value; Calendar Year

In the Calendar Year prompt, select your calendar year and click
on the right arrow to select value:
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How to get to your 1099-MISC data by IRS Box Type

Prompts

o
Enter valuers) for Agency. 179 Type  value: Selected Value(s)
+ Enter value(s) for Calendar Year: -
(optional) Enter value(s) for Transaction Type: B; . =
Calendar Year
(optional) Enter value(s) for GL Account. 71205 7. 011
012
2m3
B 2012

BO
PR

Last Refreshed: 1/9/201310:18:32 &M

AN N %

-

»H'\w\'w‘\"ruﬂ.’h‘“’-mr"wh.f\‘f"mcy

e Enter Transaction Type (optional) — Please note that this prompt is
optional. You do not need to change it if you are satisfied with the
values selected. The values currently selected are:

B - payments
G - Warrant cancellations
H - SOL warrant cancellations

e Enter General Ledger (optional) — Please note that this prompt is
optional. You do not need to change it if you are satisfied with the
values selected. The values currently selected are:

7120 - cash payments
7130 - Warrant cancellations

o Refresh Data by clicking on the [OK] button.

C. When results come back in your report, save your query.

Fie | Properties | -

De{E-] S| & 2 -

Save Menu

- Click to save the document,
“ or click the arrowe for all
rvnd save options.

2y

5. Create a To create a new report to pull only 1099-MISC data, review the actual
1099-MISC form for the requirements.
new report

to puII only The following are data needed for the 1099-MISC form:
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How to get to your 1099-MISC data by IRS Box Type

DES Training: IRS 1099-MISC Reporting January 14, 2013

1099-MISC 1) IRS Box — not needed for the actual 1099-MISC form; However, since
t the amount in our AFRS data warehouse does noft tell us which IRS
data box it should go on the 1099-MISC form, we need to pull the IRS Box
value. The IRS Box information will assist us in determining by its
value, where the amount from your source file should be mapped
to the destination, which is the IRS Box on the 1099-MISC form.
2) Taxpayer ID
3) TaxType [T] and [S]
4) Vendor Name
5) Vendor Address 1
6) Vendor Address 2
7) Vendor Address 3
8) Vendor City
9) Vendor State
10) Vendor Zip
11) Amount
. Insert Report
Make sure you are In the [Design] mode, Right click on the *Agency
AFRS Transaction Detail” report tab and select “*Add Report”.
| .
1388 13
| 4
:388 13 ‘
1388 15
EBQU v 000EZ2200 4968 1
1390 |"1“ ““““““““ 968
EBQU = Add Report 968
' 2 Duplicat
1 Right Click By Duplcats 968 ‘
-I [ Agency AFRS a\ycﬁun |
i Rename S
ez Off F'age‘
hosee L
B. Rename the repori2
Right click on "Report 2" and select “Rename".
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How to get to your 1099-MISC data by IRS Box Type

[  AddReport

-
Duplicate ;
Delete Report {

Rename

Move L

a0 O pen LT A
In the "New Value" text box, enter new name and click [OK].

Rename 24

.

Currert walue:  |Report 2

Mewy walue:

Cancel

For the purpose of training only, rename report to "1099_MISC_Only"
C. Select 1099-MISC data and drop into new report
Let’s start with the IRS Box
1) IRS Box — Although the IRS Box value is not needed for the 1099-
MISC form; we will need to pull the data. The purpose for pulling
the IRS box information is for mapping of amount from your source

file fo the appropriate IRS box on the 1099-MISC form.

Drag the "“IRS Box" from the available Objects (the left panel of your
File) and drop it into the “1099_MISC_Only" report.
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How to get to your 1099-MISC data by IRS Box Type

D E-E-8-2-

_j [@v|i') |_:\\

L1

uvﬁvav

= | 1099_Bazeline_Template_w_GL &
Accaunt
Lgency
Agreement
Batch Date
Batch Mum
Biatch Seq bum '
Batch Type td
Biennium ,4 !
Current Doc Hum F 4
Dac Date ,’
Exception Code #
Expenditure Autharity Index ’/
Fizcal Marth ,’
L Accourt [4 Drag and drop
Irvice Date ,’
Irregice Mum y
IR B
Wastspy ae
Proce! ate L

Fl

IRS Box

Arranged by. Alphabetic order *

to the right of the IRS Box column.

2) Taxpayer D

{ Agency AFRS T...saction Detail

M‘-—'.\' "“\'ﬂ“‘l’\' "‘.\_A r\{ “\ 1"‘_ﬁmr“\u# M‘

Next, select, drag, and drop the Taxpayer ID in a column immediately

1099 MISC_Only
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How to get to your 1099-MISC data by IRS Box Type

Fizcal Marth
L Aceount
Invoice Date
Invvice Mum
[R5 Box
Master Index
Process Date
Program Inde::
Project
Reference Doc Hum
Subagency
Subobject
Subsubobject
Tawpayer Id

Taw Ty
Tranzaq! ' |Code
Transactr Type

115 Foreign Addr

Wendor Address 1
Wenidor Address 2
Wendor Address 3

--".‘-m

drag and drop

=[Taxpayer [d]

Note: Make sure that you are creating a “Taxpayer Id"” column next to
the “IRS Box” column.

Continue selecting, dragging, and dropping the rest of the data from
the “Available Objects” info the “1099_MISC_Only” report.

3)
4)
5)
6)
/)
8)
?)

Tax Type [T] and [S]

Vendor Name

Vendor Address 1
Vendor Address 2
Vendor Address 3

Vendor City
Vendor State

10) Vendor Zip
11) Amount

You should have 11 columns in the “1099_MISC_Only” report.

6. Create an
Excel file
by IRS box

type

A. Filter data display by IRS Box
Highlight the “IRS Box™ data by right-click in the data portion
of the "IRS Box" column.

Select "Filter"

Select "Add Filter"
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How to get to your 1099-MISC data by IRS Box Type

o x |2

_’] Copry

IRS Box Paste Special..

Inzert

Right Cliek | 3¢ |

Clear Contents

Set az Section

ER B

Turn Inito

bg

Edfit Formula...

Linking

Start Drill

' Fiter

=

Fanking

P
]

Siort

4

Ereak

the IRS box value.

Cirl+x

Chrl+C

Cirl+Af+

Delete

3

F H

E

[

ER 13 TRUSTEE - SEATTLE
DUFFEY

'
YMENT SECURITY DEPARTMENT
1 PACEY
ASURY
WTE L&l
FARGO BAMK
= CTY SUPERIOR COURT

¢ Add Fiter

Fitter kry & Mesy Input Cordral...

[ E MR g g gpiely e i

e Inthe [Report Filter], Select an IRS Box: for example, highlight
IRS Box *“1" for rents. Then click on the right arrow 1o select
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How to get to your 1099-MISC data by IRS Box Type

teport Filter

? Block 1 7 Ao fiter

RS Bow (I list v

Type & value: Selected Value(s)
i

Fy

| =

|
IR= Box

[EMPTY _WALLE]
]

%

il |  Cancel App

g \ﬂ#-h.-.w‘_“*\ r -\.h,“"-’\ r‘k‘u.’w‘

e click “OK”

Report is filtered by IRS Box “1", for example:
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How to get to your 1099-MISC data by IRS Box Type

IRS Box Taxpayer ld Tax Type

1 201357846 *
_ - MNote Tat only

' =01 g‘Erwaun::u::-r s for IRS

1 mﬂ?ﬁ&ﬁ sélected is

1 ‘ arrsedisplayed... $

1 452697705 T

1 THE3153747 T :
1 THEA1E6374AT T -
T

1 9113818285

7. Save this
Excel file

by IRS Box e From the [File] tab, click on the drop down arrow of the Save
type image, select “Save As"

A. Export data by IRS Box selection

/" F| Click Here fs | .
De@NS | & ® J
r:k __"| [E,] Save Ctrl+s

Save As. F12 )
. - ' .
- el r* Nl

B. Select Files Type

e Click on [My Computer" and in the Files of Type, select
"Excel", "Excel 2007", or "Text File.
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How to get to your 1099-MISC data by IRS Box Type

Save Document

e

Savelne | % My Computer

== 3 Cimoon ‘ofmigeuiisd SystemsAnAnId_AR_Files_OFMSWS1E | Select reports:

Vg )
= %o Local Disk () o .
Select All
My Desktop | ) nyDICD-RW Drive (01) j Lgen“ N
: o] A
- er on ‘ofmgwuiswts' (F)) .llf 1099 MISK
F ¥ TrinhB on ‘ofmapoby 003 inchvidual’ (1) -

My Documents | 5 factrack on 'Ofm018 (1)
| 52 ar on ‘otmews1 Siftpdate’ ()
E Requirements on 'ofmigwuSwi s ErFinancial_ReportsWCommon_

Accounting on "ofmigeuiSwis (1)

Prioritize the 1
~ documents

- &) Priorflize aas

File Mame: 1099_Baseline_Tempiate_w_GL sy

Filez of Type:  Excel

xoar

EOF

Exceal 2007
Excel
TET file

AFTES T Saction Dt

| Save in:|

C. Saving data by IRS Box to your agency network’s secure folder.

T 088 _MISC_Only

|5 Imnport

Deskiop
[D My Documents I

My Recent
Documents

=
[
Desktop

Lo uw_l. “_\_\_

?

a My Computer .
# Cfm on 'ofmigwuIsd|Systemstan arold_AR_Files_ |
g Local Disk [C:)

|5 Account Ability

[ 2011
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How to get to your 1099-MISC data by IRS Box Type

For the purpose of this training, save in your Local Disk (C :)
\user\trainbass\document.

Make a note of the Location and file name of where you've
saved the file.

D. Naming source data file name by IRS Box selection

Filz name: | 1099 _Template_1630_IRSBox_1_Rents.s

Save
Files of bypet | Fyiel w

Naming the file,
1099_Template_####_IRSBox_#1_Description, for example.
Naming the file using the IRS box value will gives you an
indication that all amounts in the file that you're working on
would be mapped to which IRS box on the 1099-MISC form.

Click “Save”

8. Repeat Repeat for the rest of the other IRS box. It is recommended that you
create at least one payment file for each IRS box value. You will
need more files if your agency customized template is pulling data
at a lower level (for example, by ‘process date’).

9. Logout Of ER Webl to release license
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Where does 1099 warehouse pull recipient’s address?

Statewide
endor Table

1099-MISC
Universe

If the transaction history does not use a If the transaction history uses a Statewide Vendor
Statewide Vendor (SWV) number, the (SWV) Number, the recipient’s address will be
recipient’s address will be pulled from AFRS pulled from Statewide Vendor (SWV) Table.
History.
What's pulled is the address on the SWV table at
the date/time of your data pull.

The following data elements will come from the
SWYV table, at the date/time of your data pull, if
the payment was made to a vendor from the
SWV table.

Vendor Address 1

Vendor Address 2

Vendor Address 3

Vendor City

Vendor State

Vendor Zip
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Where does 1099 warehouse pull recipient’s address?

=% 1099-MISC - INSTRUCT

@, File is empty F volD [ CORR(Z) [ CORR(Z) [ Efle W 1096 [ Printed
PAYER'S name, street address, city, state, ZIP code, and telephone number 1 Rents 08B Mo, 1545.0115
AGENCY NAME

AGENCY NAME LINE 02

ADDRESS LINE 1 Z Foyaftes 2012

ADDRESS LINE 2
CITY WA 93504

g O

1099-MISC

3 Cther ioome

»

4 Federal ingome tan wihh

Telephone: 360-407-8011
PAYER'S Federal ID Humber TIN Type RECIFIENTS 1D Humbar |5 Fizhing bom procesds 0 Mitdical and health cane
D1-2345678 -
(RECIPIENT 5 name HAWE |7 Honemployes COMPEnIatan |5 SUBSAITE payMEnts
CTRL i

[ Street agdress AFT. [0 Payer made direct sales of |10 Grop INSurance proceeds.
FE000 or more of ConSumer
products to @ buyer
(recipient) for resale =3 [

[Ty Trate | 2p Code |2p B

FSCTTITTE T et e trP—tind TIH |13 Encess &n pararchute ross proceeds paidto...

¥ ~
183 Section 4094 daterals 150 Seetion S0 incoms State 1 (16 Sate 1 taw withheld 18 State 1 mcoms

‘\n»o‘\

State 2

16 Rate & tax withheld

18 State I mocome

“'#"J_ . wwdkd,ﬂ‘#\rﬂ“‘kwf
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