Title: 1099R

How to run the 1099R Transaction Code:
PU19

Purpose Use this procedure when you need to create a 1099R.

Trigger Use this procedure as needed for 1099R validation purposes.

Prerequisites The 1099R process is only for the Board of Volunteer Firefighters (Pers. Area 2201)

End User Roles Tax Processor Role.

Change History Change Description

11/8/2011 Created

Menu Path Human Resources —» Americas —» USA— Subsequent activities Period-

Independent — Payroll supplement —» PU19 Tax Reporter

Transaction Code PU19
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Title: 1099R

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses

are shown below:

Message Type Description

Error
Example: Q Make an entry in all required fields.

&

Action: Fix the problem(s) and then click @ (Enter) to validate and proceed.

Warnin m
& Example: _@_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

e

Action: If an action is required, perform the action. Otherwise, click

V] (Enter) to validate and proceed.

Confirmation (V] .
Example: Save your entries.

i or & Action: Perform the required action to proceed.
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Title: 1099R

IF GOTO

To reprint a 1099R Step 20

1. Start the transaction using the above menu path or transaction code PU19.

=
Tax Reporter Edit Goto  Tools  Utilities  Systern  Help

@ 2 dHCEQ  CHE S8 BAE @M

Tax Reporter

|@. All mag. media files ||E, Log Manager |

T;"émms Il ax Company 5]

Quarterly ) )

b I Quarterty Correction Reporting Period End Date ™

b 3 Annual Cansider Payroll Results up to ™

I (J Annual Correction

’_m {(TESTrun) , Generation/Filing Dates . Form Field Definition
2. Complete the following fields:
Field Name R/O/C Description
Tax Company R Select your agency’s Tax Company ID.

@ Agencies that have more than one tax
identification number (agencies with sub-areas)
have the option to roll them all into one report.
To view a specific agency, just enter that agency’s
tax company information.

Example: 2201 (Board of Volunteer Firefighters)
Reporting R The Reporting Period End Date.
Period End
Date Example: 12/31/2010
Consider R The Consider Payroll Results up to.
Payroll Results
up to @

Enter the Quarter End Date. (Using the

same format above.)
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Title: 1099R

Example: 12/31/2010

=
Tax Reporter Edit Goto Tools  Lhilities  System Help

& ald B eae O EE S OaaEE @M

Tax Reporter

|@| All mag. media files ||,§, Log Manager |

[T>ax Farms | T2x company 2201 State Bel For Volu..
0 Quarterly Reporting Period End Date 12/31/26810] 12/31/2010 - 12/31/2010

I (1 Quarterly Correction
BiC]Annual |70 || Consider Payroll Results up to 12531 /2010

I 3 Annual Caorrection

(FROD. run) ; Generation/Filing Dates | Form Field Definition

3. Click the arrow in front of the Annual Folder:

5. Select th e. - Distributions From Pensions (TEST run) tab
Note: Prior to executing any form in the Tax Reporter, review the Tax Reporter Log Manager to

see if the form has already been run within the past seven days

=4
Tax Reporter Edit Goto  Tools  Utilities  Systern  Help

G 1dHeee CHR a0 IND @

Tax Reporter

‘@. All mag. media files |E, Log Manager ‘

Tax Forms Tax Company 2201 State Bd For Vol ©
> (O BuenEy Reporting Period End Date 12/31/2010] 01012010 - 1243172010
b (3 Quarterly Correction porting
< &5 Annual Consider Payrall Results up to 12/31/2010
[2) w-2 - ¥yage and Tax Statement
‘ \1"\;5;!'5- -D\:\ég'?beugggs-rs:;nt?e::\zgg F 1099R - Distributions From Pensions (PROD. rur) I o iGN S T R R ER =S W) I =l
Form 940
[2) Form 940 Return - FUTA Puerto Rico Test selection = Test online
MY Combined Wages Report (Q4) Personnel Numbers to B¢ Test background
Texarkana Income Tax
b (J Annual Correction
L] Employee copy Generate employes copy
L] agnetic media Generate magnetic tape
Generate authority copy

40f14

WSD Personnel



Title: 1099R

6. Uncheck Generate magentic tape and Generate authority copy

=4
Tax Reparter  Edit  Goto

C

Tools  Ltilities

System  Help

AE Ca@  SHEAEDO0|EE @M

Tax Reporter

|@. All mag. media files HE, Log Manager |

Tax Farms |
b [ Quarterly
I (3 Quarterly Correction
= &1 Annual
W2 - WWage and Tax Statement
B w-2 PR - Wage and Tax Stat. Puerto A
1098R - Distributions From Pensions

Tax Carmpany
Reporting Period End Date
Cansider Payroll Results up to

1099R - Distributions From Pensions (PROD. run) 4

2201 State Bd For volu.. B
12/31/2010| 01/01/2010
12/31/2010

- 1243172010

1]

tributions From Pen: (TEST run)

Forrn 940
B Form 940 Return - FUTA Puerto Rico
Ny Combined Wages Report (Q4)
Texarkana Income Tax

b [ annual Correction

Test selection
Fersonnel Numbers

Test anline

[
G Test background

to

b= Employee copy

Generate employee copy

b= Magnetic media

[]Generate magnetic tape

7. Click |5

Employee copy

I:| Generate authority copy

8. Under Details - Emplayee Copy onier the Personnel Number(s)

=
Tax Reporter  Edit

(V] ]

Goto Tools  Utilities

Systern  Help
A €aQ  ERE SO EE @b

Tax Reporter

|@. All mag. media files ||E Log Manager |

|Ta>< Faorms

Tax Company

I O Quarterty

I [J Quarterly Correction

= & Annual
Wi-2 - Wage and Tax Statement
W-2 PR - Wage and Tax Stat. PUero R
2 1099F - Distributions Fram Pensions
[2) Form 940
Form 940 Return - FUTA Puerto Rico
NY Combined YWages Report (Q4)
Texarkana Income Tax

I (3 Annual Correction

Reporting Period End Date
Consider Payroll Results up to

1099R - Distributions From Pensions (PROD. run) y

2201 State Bd For volu. &
12/31/2010|01/01/2010
12/31/2010

12/31/2010

Test selection
Personnel Numbers

B

l#  Test background

Test anline

to

bl Employee copy | Generate employee copy
- an|ﬂ\fﬁﬁ Copy
Persannel NUmbers 99999999 Ta [=]
|E; Sort Order |
|E Magnetic media | [] Generate magnetic tape

If you are running this for one or two employees click |E

WSD Personnel

[[] Generate authority copy

Test anline
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Title: 1099R

@If you are running this for multiple employees click [  Test background

=
Tax Reporter Edit Goto Tools  Uilities System  Help

& A H @@ CHEE Ehoa BE @M
Tax Reporter
|@ All rag. media files HE, Log Manager|

Tax Forms Il 7ax Company 2200 State Board For.. B
> () QUerEy Reporting Period End Date 12/31/2010|01/01/2010 - 12/31/2010
I 3 Quarterly Correction Roring ’
< & Annual Consider Payroll Results up to 1213142010
W2 - Wage and Tax Statement
W2 (PR = WS ) e S (PUSHID [ 1099R - Distributions Fram Pensions (FROD. run) 488 - Distributi ram (TEST run)

1098K - Distributions From Pensions

Form 940
Form 940 Return - FUTA Puerto Rico Test selection Test anline
NY Combined Wages Report (Q4) Personnel Mumbers tao El e Test background

Texarkana Income Tax
I (J Annual Correction

Nl Employee copy Generate employee copy
Details - Employes Copy
Personnel Numbers 4000800 To
|E Zart Order

|E| Magnetic media [l Generate magnetic tape

[l Generate authority copy

9. Once you click Test background you will receive the Start Time pop-up screen.

10. Click Immediate |

I Start Time

|| Imrmediate || Date/Time | | After job | | After event | | At operation mode |

Date/Time

After job At operation maode

After event

11 o]
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Title: 1099R

=)
Lol

12. Click save

Note: The status bar will display the message “Job has Started”

F@ Job has started

Laig M
13. To view the Forms click |'E' og Manager |

on the application toolbar of the Tax Reporter
=g
Tax Reporter  Edit Goto  Tools  Lhilities  System Help
@ A CaQ  CHE EDOD BE @
Tax Reporter

—
(=T mag. media fileg = Log Manager
Tax Forms

Tax Company 2200 State Board For . &
» (B e Reparting Period End Date 12/31/72010| 01/01/2010 - 12/31/2010
b CJ Quarterly Correction porting
= &3 Annual Cansider Payroll Results up to 1243142010
W-2 - Wage and Tax Statement
\1/\;9292:\', _D\::;?UEUT?QSST;:UataFEéE:;:g B 1099R - Distributions From Pensions (PROD. run) el m Wil G =Tl N g == T
B Form 940
Form 940 Return - FUTA Puerto Rico Test selection [z Test online
N Combined Wages Report (Q4) Personnel Numbers to || Test background
Texarkana Income Tax - |

14. To view the Forms, click on the folder to the left of the Test folder. To access the form, click on
the arrow next to the run you wish to display

=
System  Help

& | 3 dH e SRE B8]
Tax Reporter

Tax Reporter Log Manager

Type of Reporting: 1099R - Distributions From Pensions
Tax Company: 2200

e EX I HEE ERER R

Log Tree |End Date |As of Date Fun Date Run
P (J Production

I (J Print Copy
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Title: 1099R

15. Select the . |28 Selection criteria / Output

................................. to open the PDF based forms.

17. Click the spool number to view:

@ Reports generated for 1099R process:

e HR_F_1096_09: 1096 Annual Summary and Transmittal of U.S. Information
Returns. (Delivered SAP Form with total dollar amounts).

e ZHR_F_1099R_CUST: 1099R Employee Custom CCYY (Customized from with
SOW notice to recipient)

e HR_F_1099R: 1099R Employer Copy (Delivered SAP Form)

e HR_F_945_09: 945 Annual Tax Return (Delivered SAP form with total dollar

amounts)
= Lk
System  Help
& B (@@ BHE a0 oa BE @
Tax Reporter
Manager B 2 i ) ) I =) =) ) L
Type of 1099R - Distributions PDF based forms
Reporting: From Pensions Farm name |Auth | Spool number
Tax 2200 1096 Annual Summary [HR_F_1096_08 ) FED (3]
Company: ~||/1035-R Employee Custom (ZHR_F_1099R_CUST ) 6313
EIEN IREE ERI [ 10958-F Employer Copy (HR_F_1099R ) 5309
I | L I | 945 Annual Tax Returm (HR_F_945 ) FED G310
Log Tree IEmd Date IAS of Date |
P (3 Procuction
~ &1 Print Copy
b gy 12/31/2008 12/31/2009
= & 12/31/2008 12/31/2008
= Selection criteria / Outy
5] Selection criteria
[E Controlinformation
[[5) POF based forms
2] TemSe files

18. The spool will display:
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SIS KA 1 8 N DT R = ] [ ] 0

Part No.|Date Time Pages| From Page To Page
- 1 108/25/2011 |08:41:39 4 1 4
2 |08/25/2011 08:41:41 4 5 8

Tip: There are two ways to open the forms.

1. Highlight the line to display and click @ (display)
2. Double click on the line to view.

Tip: There are two ways to print the forms.

1. From the spool file select the Form to print, the click (print) to print.

s!stem Help

RS (A=Y R 1 NS A (> The] BTt Q@amnalg

Part No.|Date Time Pages| From Page To Page

1 |08/25/2011 |08:41:39 7] 1] )

2 08/25/2011 08.41.41 a 5 8
90of14
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Title: 1099R

2. While viewing the form, clickingthe __—  (print)
=

Systern  Help
& A H(eae CHE BEDL0 I BE @m
Part Display 2 for PDF Spool Request 28,009

(L[]

& ® [ |- = [ -
9898 Ovoip  Olcorrecten I
PAYER'S name, sireet address, cly, siate, and JF code 1 Gross distribution OMB No. 15450112 ensions Ann“f;:':
State Bd For Velunteer Firefighters Reti ==
PO Box 114 3 3600.00| () 1 0 Profit Sharing
QOlympia 2a Taxable amount = Plizns‘ IRAS,
nsurance
A S LT H 3600.00 o 1099-R Contracts, ete.
o deemnes [ amtuton [ S
PAVER'S federd identfioation RECIFIENT 5 identfcaton 3 Capital gain (included | 4 Federsl ncome tax Internal Revenue
number numiber in box 2a) withhekd Service Center
91-6017357 123-45-6789
3 $ 50.00 Flis with Form 1036
RECIPIENTS name 5 Employee contributions 6 Net un[E.;zE_d For Privacy Act
appreciation in
HRD 700 Validatien 00218055 orimsurance premams | S s sturies Tt
5 5 Motice, see the
Sireet address (mduding apt. ne.) 7 Distribution fﬂ-: 8 Other ,,,ff,]g,ﬁf,’;“.’.;‘l
123 SAP Way cedels] shimce] Certain
7 )3 % Information
Ty stai= and 21 code T T I T ———— Returns
WALLA WALLA WA 99362 dsirbuton % |3
1st year of desig. Roth contrib. |10 State tax withheld 11 State/Payer's state no. | 12 State distribution
E] 3
£ 3
Account numbSr (see insTuctons) 13 Local tax withheld 14 Name of locality 15 Local distribution
3 3
002180557 = 5
Form 1099-R Cat No. 144350 Department of the Traasury - Infemal Revenue Senee
19. Click (Back) twice to return back to the Tax Reporter screen.
. 7’
20. To reprint an employee’s 1099R select
) |E Employee copy
21. Click to enter the personnel number
=
Tax Reporter  Edit Goto Tools  Utilities  Swstem Help
V] T dH @@ EHE Bnas BRI @0
Tax Reporter
|@ All may. media files ||E. Log Manager ‘
Tax Forms Tax Company 2200 State Board Far V.. &
D [ Gzl Reporting Perioc End Date 12/31/2010]01/01/2010 - 12/31/2010
b [ Quarterly Carrection porting
< & Annual Consicier Payroll Results up to 12/31/2010
B w-2 - wage and Tax Statement
B -2 PR - Wage and Tax Stat. Puerto R T —— rv— . . -
B 1099R - Distrioutions Fram Pensions - & 300, run) 1098R - Distributions From Pensions (TEST run) ||| 1
& Form 940
[E Form 940 Return - FUTA Puerto Rico ) Onling
Bl N Compined Wages Repart (Q4) i Employee copy I [¥] Generate employee copy f¢  Background
B Texarkana Income Tax Details - Emal c o iR caiis
B w-2 SOW - Wage and Tax Statemnent Elals - TIMn OveR “OpY i
> [ Al o Personnel Numbers 40000413(=)| To

Ta Sort Order |
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Title: 1099R

22. Uncheck Generate magentic tape and Generate authority copy

dIax Reporter Edit Goto Tools  Utilities  Systern  Help

& al dE € 8RN aa(FEE @
Tax Reporter
|@. All mag. media files HE. Log Manager|

IT:"GF””’”S Tax Compary 2201 State Bd For YVolunb e

Quarterky -

b 3 Quarterly Garrection Reparting Period End Date 12/31/2010|01/01/2010 - 12/31/2010
= 33 Annual Cansider Payroll Results up to 1273172010

W2 - Wage and Tax Statement

TS;BFI;R-_D\gg’igneuﬁgr?;s:n?ﬂta;éE:ii:g R - Digtributions From Pe 0D, run) 1099R - Distributions From Pensions (TEST run) ||| E‘
Form 940
Form 940 Return - FUTA Puerto Rico & Online
WY Combined YWages Repart (Q4) 1 Employee copy [¥] Generate emplayee copy Background
J\E);a;lg:\?-lr;\iggn:;na;Ta}{ Statement Details - Employee Copy 1  Print copies
P (3 Annual Correction Personnel Mumbers 40000418 To
|%| Magnetic media [ Generate magnetic tape
[ Generate autharity copy

23. Click | 1  Print copies

24. From the Choose online or background print pop-up click online

rlI? Chnnse Unllne n.r background print

@ Print copies for generation date 12/31/2010 with
‘As of date' 12/31/2010

0 Onling Background || * Cancel
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Title: 1099R

25. Click| @ Farms " 5 display the forms
=
| List Edit Goto Extras Systern Help

| & 100 @@ CHB DDon BE

Tax Reporter

| Explanations || Choose H Expand all || Collapse all || Set section H Froperties |

1088R - Distributions From Fensions Tax Reporter output

—El Forms FOF Forms generated
——0L 2201 1099-R Employer Copy
—L 2201 1086 Annual Summary FED
— L 2201 945 Anpugl Tax Beturn FED
—0O | 2201 1099-R Employee Custom 2010 |
Forms SAPScript Farms generated
Magnetic Media Magrnetic Media files
Reports Reports generated

—y® Tax Reporter Log Messages for the run

26. Double click the text to view/print.

27. Select and double click the line item

=5
Systern Help
] al < H GG D EE 2840 | EE] @
Part List of PDF Spool Request 29,365
EIE EE B R R = R E L
Part Mo |Date [Time | Pages| From Page| To Page
| 1 011/08/201 1 14:24:42 1 1 1
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Title: 1099R

Form 1099-R 2010 Form 1099-R 2010
D 'CORRECTED (if checked) OMB No. 1545-0119 D CORRECTED (if checked) OMB No. 1545-0119

[T Gross Distnbution Za Taxable Amourt Distributions from T Gross Distrbution Za Taxable Amount Distributions from
Pensions, Annuities, Pensions. Annuities,
$ 456.00( s 456.00 Retirement or $ 456.00| $ 456.00 Retirement or
b Taxable amount Total Profit-Sharing b Taxable amount Total Profit-Sharing
not determined distribution Plans, IRAs not determined distribution Plans, IRAs
Insurance Insurance
Contracts, etc. Contracts, etc.

jeral identification number n number FPAYER'S Federal ideniification number RECIPIENT" number

916017357 123-45-6789 91-6017357 123-45-6789
PAYER'S name, sireef address, city, stale and ZIF code PAYER'S name, sireet address, city, state and ZIP code
State Bd For Volunteer Firefighters State Bd For Volunteer Firefighters
PO Box 114 PO Box 114
Olympia WA 98507-0114 Olympia WA 98507-0114
Capital gain (included ederal Income tax withheld 5 Employee contnbutions 3 Capital gain (included ederal ncome tax withneld 5 Employee contnbutions
in box 2a) Of insurance premiums n box 2a) Or insurance premiums
s $ s $ s
Netunrealized appreciafion 7 Distribufion code B Nef unrealized n | 7 Di code TRAT Other
in employer's securities 7 in employer's securities S\GEE’E
$ % 5 $ %
[ YOUr percentage of total aistnbution T3 YOUr PErcentage of total rsinbution Ofal employee Connbution
% % E
RECIPIENTS name, sireet address, city, state and ZIP code RECIPIENT'S name, street address, city, state and ZIP code
HRD 700 Validation 00854221 HRD 700 Validation 00854221
123 SAP Way 123 SAP Way

ARLINGTON WA 98223 ARLINGTON WA 98223

CCOUMT NUMBET (oponal STyear of desig_oth contri T STate tax witherd ACCOUN NUMBET [OFI0NaT |15l year of desig. Roth contrb. U STatE &Y Wnned
00854221 00854221 |
[TT StalelFayers state no. !, 2 State distibution 11 State/Payer’s siate no ]. Tate distibution
1% TCocal tax withneld | T4 Name of locality %5 Tocal distribution 1% Tocaltax witheld | T2 Name of Tocality éﬁ Tocal distbution
Depanment of the Treasury D or e _Treasury
Copy C For Remplenl's Records Internal Revenue Service COPy B Internal Revenue Service

This information is being fumished to the Internal Revenue Service. Report this income on your Federal tax return. If this form shows Federal income tax withheld in
Box 4, attach his to your copy te your Federal tax return. This information is being furnished to
the Internal Revenue Service.

Instructions for Recipient

EEF (Print)

28. To print from the Spool Request, click
=
‘ Systern  Help

@ 2 0B eae CHE Do EE|
Part Display 1 for PDF Spool Request 28.010

]
H H @ M 1]t = E«:ﬂ v
. M Form 1099-R 2010

[ | CORRECTED (if checked) OMB No. 1545-0119
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Title: 1099R

Print E|
Printer

Staktus:  Ready Comnments and Forms:

Type:  Xerox ColorQube 9302 PS Docurnent and Markups W

Print Range Preview: Composite

© Al 2 25 3
"f:} Current wiew -

Subset:

Page Handling

Capies: 1 & 11
Page Scaling: Fit to Printable Area W
Auto-Rotate and Center
[]choose paper source by POF page size
2k

nits: Inches Zoom : o
[ Frink ta il Uniks: Inches Z Rk
rint to File

[F‘rinting Tipsl [ Advanced ] [

29. Click

Results
You have created the 1099R.

You have successfully reprinted an employees’ 1099R

14 of 14

WSD Personnel




