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Introduction

The IRS requires the State of Tennessee to report certain payments made to suppliers during a calendar year on
the appropriate Form 1099 or Form 1042-S for foreign suppliers. There are several types of 1099 forms that
must be filed annually, however, the procedures outlined in this document are specifically pertaining to Form
1099-MISC, 1099-NEC, 1099-G, and 1042-S. Supplier Maintenance will work with agencies to ensure reporting of
offline payments (payments not made through Edison) and other types of Information Returns that must be
issued.

In November, business units will receive notice to run four queries for the months of January through October.
Another notice will be sent in January for the months of November and December. These queries contain
payment information that must be thoroughly reviewed according to the procedures in this guide to determine
if payments were coded to the correct Edison Location to facilitate the accurate reporting of Forms 1099-MISC,
1099-NEC, 1099-G, and 1042-S to the IRS.



General Guidelines of 1099 Reporting

When determining whether a Form 1099-MISC, 1099-NEC, or 1099-G is required to be issued to the supplier,
consider the following:

1. Business Type: Is the supplier reportable? See table below.

2. Payment Type: Is the payment reportable? See tables on the next page.

*IMPORTANT*: Vouchers cannot be split. Generally, if part of a payment is reportable on a 1099 and the

rest is not, the entire payment must be reported on a 1099. However, if the part of the payment that is

reportable on a 1099 is incidental to the purchase (incidental meaning not a major part of the purchase), a 1099

is not required. Agencies must use professional judgment in these cases. See the examples below for guidance:

e Example of when to report a payment on a 1099: If the state purchased computers and part of the

agreement was for the supplier to maintain service on the computers, the entire payment must be
reported on a 1099. Generally, computers (products) are not reportable on a 1099 but the maintenance
(service) is reportable. However, if both the computers and the maintenance are billed on one invoice,
then the entire payment must be reported on a 1099.

e Example of when not to report a payment on a 1099: The state purchased copy paper for $800 but a
delivery charge of $50 was included on the same invoice. A 1099 is not required to be issued to the
supplier as copy paper is a product and the deliver charge is incidental to the product.

Reportable vs. Non-Reportable Business Types

Edison W-9
Business Business Type Description 1099-MISC, 1099-NEC, &
1099-G Reportable Supplier?
Type

01 Individual (not a business) Yes

02 Joint Account (two or more individuals) Yes

03 Custodian account of a minor Yes

04 Trust Account (Revocable Savings Trust/So-Called Trust) Yes

05 Sole Proprietorship (SSN) Yes

06 Sole Proprietorship (FEIN) Yes

07 A Valid Trust, Estate or Pension Trust Yes

Corporation or LLC (Limited Liability Company) electing No, except for medical
08 corporate status on IRS Form 8832 or 2553 services, attorney’s fees, or
payments to attorneys
09 Association, club, religious, charitable, educational or other Ves
non-profit organization
10 Partnership or Multi-Member LLC (Limited Liability Company) Yes
13 Tax-Exempt Organizations or Governments No, except for attorney’s fees
or payments to attorneys
15 Unknown (W-9 not on file) Yes, regardless of if supplier

has Inc. or Corp. in the name




Examples of Non-Reportable Payments

The following payments should be coded in Edison with a Location type of MAIN or a city name (for example:

NASHVI-001):

e Foster care, guardianship, adoption assistance, etc.
e Materials, products, and supplies

e Medical records (unless they are included on the invoice with a medical service)

e Membership dues

e Prescription drugs

e Subscription (magazines, professional journals etc.)
e Travel claims

e Utilities including electricity, gas, propane, phone service (cell or landline) and internet service

Examples of Reportable Payments

IRS Form CAT in

Reportable Payments Type Edison
Rents: Real Property (such as land, buildings, warehouses, direct billed hotel rooms 1099-MISC 1
or other facilities), Equipment (office equipment, machinery, etc.)
Other income (not compensation for services): Honorariums (see Non-Employee
Compensation for speaker fees), Incentives, certain Independent Living payments, 1099-MISC 3
Punitive Damages
Medical and Health Care Payments: Medical and Dental Services, Ambulance
Services, Autopsy Services, Hospitalization, Lab Work, Medical Assistance Benefits 1099-MISC 6
(such as payments made by TennCare), Psychological Services, Veterinary Services,
Temporary Medical Staffing
Gross proceeds paid to an attorney: Generally from settlement payments* 1099-MISC 14
Nonemployee compensation (professional services/contractors): Advertising,
Appraisal, Construction, Consulting, Court Reporting, Expert Witness Testimony,
Attorney’s Fees, Process Servers, Funeral, Waste, Recycle, Home and Community 1099-NEC 7
Based Services, Laundry, Janitorial,
Maintenance and Repairs, Security, Temporary Staffing, Training, Speaker Fees,
Stipends for services provided
Taxable Grants (Grants are reportable unless otherwise stated in the legislation of 1099-G G

the grant)

*A request for a listing of settlement payments paid by your agency will be sent.




General Rules to Determine 1099 Reporting

Yes Is the invoice fora
product?
Mo
Yes Tax exempt? Except
for settlements or
legal fees
Mo
Medical Yes Select CAT6
services? location
Mo
Attorney fees? Yes Select (_:AT?
location
N/
Mo
Mot 1099
reportable Payment fora Yes Contact Supplier
settlement? Maintenance
A

No

Yes Paymenttoa
corporation? Except
for medical or legal
Mo
Yes
Payment for rent? Select (.:ATI
location
Mo
Payment fora Yes Select CAT7
service? location
Mo
. Mo Yes
Contact Supplier Payment of a Select CATG
Maintenance reportable grant? location
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Overview

Schedule the Queries in Edison

Agencies must schedule in Edison and review the queries below to ensure IRS Form 1099-MISC,1099-NEC, 1099-G,
and 1042-S reporting requirements are met.

TN_1099_TO_REPORT
TN_1099_SLGP_VCHR_PAYMNTS
TN_1099_RPRT_VDR_NORPRT_PAY
TN_1099_RPRT_VDR_NORPRT_PAY2

Import Queries to Excel
Using Microsoft Excel 365
Review Reports

See the tables and flowchart on Pages 4 through 6 of this guide to ensure payments were coded to the correct
Location during the year.

Sorting data by W-9 Business Type and Supplier ID will aid in the review of the queries.

IMPORTANT: Columns may be hidden but NOT deleted. Columns may ONLY be added to the right side of the
spreadsheet. Do NOT change any data from the original query.

After Reviewing

Unhide all columns and unfreeze all panes.

If corrections are found, add filters to the headers then filter out the blank cells (the rows of payments that do not
need correcting).

Open a new Excel workbook and copy and paste the column headings from the query results into the new Excel
workbook.

Copy and paste ONLY the payments that need correcting into the new Excel workbook.

Save the new Excel workbook containing the corrections as the business unit, the name of the query, and the
period for which the query was ran, for example: 30101_TN_1099_TO_REPORT_JAN_OCT

Each workbook should contain only one spreadsheet.

Submitting the Excel Workbooks

Email the 1099 and 1042 Excel workbooks to F_A.Accounts@tn.gov. If no corrections are required, please send an
email stating no corrections required for your business unit and the specific query reviewed.
The subject line of the email must contain your business unit and the name of the report, for example:
= 30101_TN_1099_TO_REPORT
= 30101_TN_1099_SLGP_VCHR_PAYMNTS
* 30101_TN _PAY_PAY2
= 30101_1042_REPORT
If multiple reports are submitted in one email, the subject line must contain your business unit and
“1099_REPORTS” and “1042_REPORT”, for example:
= 30101_1099_REPORTS
= 30101_1099_REPORTS_1042_REPORT



Scheduling the Queries in Edison

1. Navigate to: NavBar>Menu>FSCM Reporting Tools>Query>Schedule Queries

NavBar: Menu

: E Business Intelligence
Recently Visited
[of
O B
Favorites
E

E ELM Reporting Tools

M=
Edison Help Desk
B o
=
wQ )
oD FSCM Reporting Tools
F&A Human

NavBar: Menu

Menu

Recently Visited FSCM Reporting Tools

NavBar: Menu

Menu > FSCM Reporting Tools

O

Recently Visited




Schedule Query

Schedule Query

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ‘ Add a New Value ‘

w Search Criteria

Search by: | Run Control ID V| begins with l|

(JCase Sensitive

Limit the number of results to (up to 300): ‘300 ‘

Advanced Search

2. To create a new run control, click the Add a New Value tab. Enter the full query name then click Add.

Schedule Query

Schedule Query

‘ Eind an Existing Value | Add a New Value

“Run Control ID | TN_1099_TO_REPORT

Add




a. To use an existing run control, Search By the Description, Query Name, or Run Control ID under

the Find an Existing Value tab.
|. ¢ Home ‘

Schedule Query

Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value l | Add a New Value ‘

Schedule Query

¥ Search Criteria

Search by: ‘ Run Control ID V| begins with [HN_‘]OQQ_TO_REPORT

[JCase Sensitive

Limit the number of results to (up to 300): |300 |

Advanced Search

3. Complete the Schedule Query page. If a previously defined run control was selected, this page may

already be populated.

a. Inthe Query Name field, search for one of the four 1099 queries

b. Select the query.

Schedule Query

Run Control ID TN_1099_TO_REPORT

Report Manager

Process Manitor

Run
Query Hame | TN_1098_TO_REPORT | | Search
*Description |1 R EepoHaE e paymenfs
Update Parameters
Prompt Name Value
BUSINESS_UNIT |31?m %|
20230101 A
| 20231031 A
| Return to Search || Previous in List H Mextin List ‘ Add ‘ Update/Display
Scheduled Query Search Page
*Query Type: [ Queries VI
Query: [Th_1099_TO_REFORT \
Query
|E',HQ‘ 2 View Al
TN_1099_TO REPORT 1099 Reportable Payments Public
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Enter the Business Unit and date information provided in the email for the selected query then

click OK.
i. Note: The dates in the screenshot below are for example purposes only. Please see the

dates in the email notifying business units to run the queries.

C.

x
TN_1099_TO_REPORT
Business Unit (Like) |31?D1 Q
*Pymnt Date From |[}1f01f2023
“Pymnt Date To |10/31/2023 7
OK Cancel
4. Click Save then Run.
Schedule Query
[r—
RunControllD  TN_1099_TC_REPORT Report Manager Process Monitor Run
Query Hame | TN_1099_TO_REPORT | | seeron
“Description | 1099 Reportable Payments |
Update Parametars
Prompt Name Value
BUSINESS_UNIT 31701 4
20230101 A
20231031 A
Return to Search ‘ | Previous in List | | Mextin List | Add | Update/Display
-1

5. Click OK located at the bottom left of the Process Scheduler Request page. After clicking OK, the
Schedule Query page is displayed. A process instance will be listed below the Process Monitor link.

Process Scheduler Request

UserlD kater0103001 Run Control 1D TM_1080_TO_REPORT

Server Hame | v Run Date |10/04/2023 )|
Recurrence | v| Run Time |1:5?:39F‘M | ‘ Resetto Current Date/Time
Time Zone | a
Process List
Select  Description Process Name Process Type “Type *Format Distribution
PSQUERY PSQUERY Application Engine Web ‘-’| |TXT v Distribution




Schedule Query

Run ControlID  TN_1099_TO_REPORT Report Manager  Process Monitor [ “Run |

I Process Instance:53109932 I

Query Hame | TN_1098_TO_REPORT | | Search

*Description |1099 Reportable Payments |

Update Parameters

Prompt Hame: Value
BUSINESS_UNIT |317n1 %|
20230101 A
|2023-10-21 A
| Return to Search | ‘ Previous in List | | Mext in List ‘ Add ‘ Update/Display

6. Click the Process Monitor link on the Schedule Query page OR navigate to: NavBar>Menu>FSCM
Reporting Tools>Process Monitor. See the Process List for the status of the query. Click Refresh until the
Distribution Status states “Posted”.

Schedule Query
Run Control ID TN_1099_TO_REPORT Report Manager Process Monitor “URun
Process Instance:53109932
Query Hame |TN710997T07REP0RT | | Search

*Description |1099 Reportable Payments |

Update Parameters

Prompt Hame: Value
BUSINESS_UNIT |317n1 %|
20230101 A
|2023-10-21 A
| Return to Search | ‘ Previous in List | | Mext in List ‘ Add ‘ Update/Display

Process Monitor

I Process List H Server List |

View Process Request For

User D |kater0103001 0.| Type | .,| |Date Range .,| From |u1m11201g | To ‘1112512023 I| Refresh
— ) - = L
Server| v| Name | Q. Instance From | | Instance To | | | Clear |
Run | “| Distribution Status | “| 1 Save On Refresh Report Manager | Reset |
Status —

¥ Process List

| i | ‘ Q| 1-37 of 37 ~ | view Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2;:125"“0" Details
53100932 Application Engine PSQUERY kater0103001 10/04/2023 1:57:23PM CDT Success Posted Details

12



7. After the Distribution Status states “Posted”, click the Details link from the Process List.

Process Monitor

Process List ‘ Server List |
View Process Request For
Userip |kater0103001 @] pype | v| [paterange ~| From [on0tmore ()| To [11si2023 H Refresh ‘
SEWE[| "| Hame ‘ Q| instance From ‘ | Instance To | ‘ ‘ Clear ‘
Run ‘ "‘ Distribution Status | “‘ ] Save On Refresh Report Manager ‘ Reset ‘
Status
~ Process List
|;.| ‘?| 1-37 of 37 ~ | view All
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status g't:l‘z:""o" Details
53109932 Application Engine PSQUERY kater0103001 10/04/2023 1:57:23PM CDT Success Posted Details
8. Click the View Log/Trace link. The results of the query are in the .csv file listed.
Process Detail
Process
Instance 53109932 Type Application Engine
Name PSQUERY Description PSQUERY
Run Status Success Distribution Status Fosted
Run
Run Control 1D TM_1099_TO_REFORT
Location Server
Server PSUNXBAT
Recurrence
Date/Time Actions
Request Created On  10/04/2023 1:57:25PM CDT Transfer
M L View Lock
Run Anytime After 10/04/2023 1:57:23PM CDT Heesage tog EwaEEs
Began Process At 10/04/2023 1:57.37PM CDT | View Log/Trace
Ended Process At 10/04/2023 1:5746PM CDT
-

13



2.
3.
4.

View Log/Trace

Report

ReportiD 41962063
Name PSQUERY

Run Status Success
1099 Reportable Payments

Distribution Details

Distribution Node FSPRD

File List

Name

AE_PSQUERY_53109932.log

I TN_1099_TO_REPORT-53109932 csv I
=

Distribute To
Distribution 1D Type

User

| Return |

Process Instance 53109932

Process Type Application Engine

Expiration Date

File Size (bytes)
166

23

=Distribution ID

kater0103001

11/04/2023

Datetime Created
10/04/2023 1:57:46.607111PM CDT

10/04/2023 1:57:46.607111FM CDT

Importing the Queries into Excel

1. Rightclick on the .csv file

View Log/Trace

Report

ReportlD 41962063
Name PSQUERY

Run Status  Success
1099 Reportable Payments

Distribution Details

Distribution Node FSPRD

File List

Name

AE_PSQUERY _53109932.10g

I TN_1099_TO_REPORT-53109932 csv

Distribute To
Distribution ID Type

User

‘ Return |

Process Instance 53109932

Process Type  Application Engine

Expiration Date  11/04/2023

File Size (bytes)
166

231

*Distribution 1D

kater0103001

Datetime Created
10/04/2023 1:57:46.607 111PM CDT

10/04/2023 1:57:46.607111PM COT

Click Save link as...
Select a destination to save the file
Add .txt to the end of the file name

14



5. Leave Save as type as Microsoft Excel Comma Separated Values File
6. Click Save

@& Enter name of file to save to.., X
« R » ThisPC » Documents > 1083 QUERIES v O ' Search 1099 QUERIES
Organize » New folder E < e

Name Date modified
s Quick access

I Desktop
4 Downloads

Mo items match your search.

& Pictures

= Documents
Worked
Katelyn
IPp
09.29.23-10.2.23
ACH Logs
CONTACTS

O U R O ¥

Internal Supplier Registrati < >
nternal Supplier Registration ]

File name: | TM_1093_TO_REPORT-5310993 et

Save as type: | CSV File — ~

# Hide Folders Cancel

Microsoft Excel 365
Instructions for importing the query results into Excel 365 are included below.

Enabling Import Text (Legacy)

1. Open anew workbook in Excel 365

2. Select File

File Ho

3. Select Options




4. In the Excel Options window, select Data.

Options

Formulas

Proofing

Save

lamenign

# Optimize for best appearance
Optimize for compatibility (application restart required)
Show Mini Teolbar on selection ()
Show Quick Analysis options on selection
Enable Live Preview ()

SereenTip styler | Show feature descriptions in ScreenTips

5. In Excel Options > Data check the From Text (Legacy) option under the Show legacy data

import wizards hea

ding.

Excel Options ? *
General . . .
sl Change options related to data import and data analysis.
Formulas
R -
g Make changes to the default layout of PivotTables: | Edit Default Layout...
Save Disable undo for large PivotTable refresh operations to reduce refresh time
Language Disable undo for PivotTables with at least this number of data source rows (in thousands): | 300 .
ErrmiAee [ Prefer the Excel Data Model when creating PivotTables, QueryTables and Data Connections ()
Disable undo for large Data Model operations
Advanced
Disable undo for Data Model operations when the model is at |east this large (in MB): | 8 s
Grsmmimisy [[] Enable Data Analysis add-ins: Power Pivot, Power View and 30 Maps
Quick Access Toolbar [] Disable automatic grouping of Date/Time columns in PivotTables
(DS Show legacy data import wizards
Trust Center
[] From Access (Legacy) [] From QData Data Feed (Legacy)
r i [ From XML Data Import (Legacy)
(K From Text (Legacy) [ From Data Connection Wizard (Legacy)
i
R T e
From Text (Legacy)
Cancel

6. After checking the

From Text (Legacy) option, select OK.

o ZZH
3 —

L)
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7. Select the Data tab in the ribbon in Excel.

Home Insert Page Layout Formulas lew  View  Help

8. Expand the Get Data dropdown under the Data tab.

Home

Ins4g
eNE

Framm  From F

9. Under the Get Data dropdown, select and expand Legacy Wizards

B L& EH

From  From From Table/
Text/CSV  Web Range |

D From File L4

[?1 From Database L4
[:'= From Azure L4

? From Online Services s

I:EL From Other Sources L4
[~

N |

E;-‘E Combine Queries L4

ﬁ Launch Power Query Editor...
|:.'§. Data Source Settings...
Query Options

17



10. Select From Text (Legacy) from the expanded options.

LSL: From Other Sources L?

BI&H Combine Queries 4

11. Choose the file that you want to import.

File name: “ v| Text Files

b Toolz - Cancel

12. Make sure Delimited is selected then click Next.

[Text Import Wizard - Step 1 of 2 7 4

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type

hoose the file tvpe that best describes your data:

(® Delimited haracters such as commas or tabs separate each field.

(_) Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 +1{ File origin: 437 : OEM United States -

Preview of file C:\Donna\CsV File\40100 TN_1098_RPRT_VDR_NORPRT_PAY2-35805898. txt.

"Unit", "VendorID"”, "Location”, "Vdr IRS Name", "Vdr DBZ Name"™,"Vdr Mrkd Repq™
0000079787, "GALLAT-001", "Tennessee True WValue Hdwe",6 "Tennessee
"0000217155™, "LAWREN-001", "Eenneth D Mattox™, "Mattox Ruto Parts™
™0000217155", "LAWREN-001", "Kenneth D Mattox", "Mattox Buto Parts™
"0000217155™, "LAWREN-001", "Eenneth D Mattox™, "Mattox Ruto Parts™|w

>

Cancel = BBtk Finish

18



13. Check Comma (Tab can remain checked) and click Next.

Text Import Wizard -

Step 2 of 3

x

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview

below,

Delimiters
Tab

[] semicolon
Comma
D Space

[ other:

Data preview

[ Treat consecutive delimiters as one

Text qualifier:

fendorID

00000757
2171

[Location
97 FALLAT-001
LAWREN-001

55

217155 [LAWREN-001
217155 [LAWREN-00L

ifdr IRS Name

ennessee True Value Hdwe

enneth D Mattox
enneth [ Mattox
enneth D Mattox

Cancel

< Back

fdr DBA Name
ennessee Hdwe & Fax
attox Ruto Parts
attox Buto Parts
attox Ruto Parts

Finish

L
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14. Change the Column data format for each column to Text except for the Amount column(s). These
column(s) must remain General.

Text Import Wizard - Step 3 of 3 ? hd

This screen lets you select each column and set the Data Format.
Column data format

‘General' converts numeric values to numbers, date values to dates, and all
remaining values to text.

() pate: MDY w

Advanced...

(_) Do not import column (skip)

Data preview
eneral Zepezsl epersl Cenersl
VendorID Location Vdr IRS Name Vdr DBA Name ~
00000759797 FALLAT-001 Tennessee True Value Hdwe Tennessee Hdwe & Farg
00 17155 [LAWREN-001 Eenneth D Mattox Mattox Autoc Parts
Al 17155 LAWREN-001 Fenneth D Mattox Hattox Buto Parts
0000217155 LAWREN-001 Eenneth D Mattox Mattox Autc Parts W

>

Text Import Wizard - Step 3 of 3 ? x

This screen lets you select each column and set the Data Format.
Column data format

() General
‘General' converts numeric values to numbers, date values to dates, and all
remaining values to text.

() Date: | MDY w Advanced. ..

(") Do not import column (skip)

Data preview

epers] Mexd

unt ~
5.59580 [
54 200 Hlternator [
9.3€0 ir £ilter [
7.000 PIDP LERE 1w

yrmt Method PaymentID
0005682433
00056282551
00056282551
0005€22951

ToucherID Invoiced
00220281
00220420
00220424
n032042%

[ ST ]

Cancel = Back

15. Click Finish



16. Click OK

Import Data ? =

Where do you want to put the data?
(®) Existing worksheet:

=5451

() Mew worksheet

Properties... Cancel

Below is an example of the finished excel file results (some columns are hidden for example purposes).
The data in the VendorID and VoucherlID columns should be in text format and have leading zeros. If
the query results in the spreadsheet do not have leading zeros, exit out of the spreadsheet and repeat

the steps starting with #11.

W-9Bus (FJEINTax ID
03T CHK 00820281 363016

1 Unit VendorlD Location  VdrIRSName
0000079757 GALLAT-001  Tennessee True Value Hdwe 08-CorpF

Pymnt VoucherlD Invoice#  Amount Descr

3 0000217155 LAWREN-001 Kenneth D Mattox 06-SolelF  ***7819 CHK 00820420 422216 194.2 alternator
0000217155 LAWREN-001 Kenneth D Mattox 06-SolelF  ***7819 CHK 00820424 40124 39.36 air filter
] 0000217155 LAWREN-001 Kenneth D Mattox 06-SolelF  ***7819 CHK 00820428 422218 17 STOP LEAK

49.99 jack trailer

17. In Excel, format the column(s) with dollar amounts as “Accounting” with no symbols and 2 decimal

places by highlighting the Amount column(s) then click the “,” button.

File Home Insert Page Layout Formulas Data Review View Help ACROBAT
I;erj d Cut Calibri ~ M AN = EE e EE}\*."rapTact General -
E@Cop" ~
Paste I e = = = | = 3= =
Ir u-~ v e A = = = | e 3= | & =0 .00
~  <¥ Format Painter = — m— = = === M .00 =0
Clipboard ] Font ] Alignment ] Mumber E
AO20 - I
A o] P Q R 5 T u A4 w X
1 |VoucherlD Invoice# Voucher Amount
2 |00115320 50050376 5,630.94
3 |00120914 50054433 22,103.43
4 00122122 50055281 403,275.00
5 |00121207 SIIMMNOOOOOS0 90,868.64
6 (00122344 413475 6,589.00
7 |00120883 TCA 40-8-101, Taylor Reward 25,000.00

18. Review the query according to the appropriate instructions in this guide.

Notes: Columns may be hidden but NOT deleted. Columns may ONLY be added to the right side of the
spreadsheet. Do not change any data from the original query.
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Query 1: TN_1099_TO_REPORT

The TN_1099 TO_REPORT query results consist of payments processed by a business unit that were coded to a
1099 reportable supplier and Location. A 1099 will be issued to the supplier for the payments listed on this
query unless Supplier Maintenance receives a request to exclude the payment or correct the Location coding.
Note: Payments subject to 1042 reporting (foreign suppliers) may appear on this query. Do NOT exclude these
payments. See Page 25 for foreign supplier reporting instructions.

Please follow the steps below when reviewing the TN_1099_TO_REPORT query:

Schedule the query following the instructions on Page 8.

After importing the query into Excel, add two columns to the right of the spreadsheet and enter the
headers "Exclude or Correct" and “Reason”. These columns must be completed for payments that
should be excluded from a 1099 or the Location type corrected.

In the Exclude or Correct column, enter an “E” to exclude all payments that should not be reported on a
Form 1099 or the correct CAT # if a correction to the Location must be made. Use the following format
for the CAT correction: “1”, “3”, “6”, “7” “14”, or “G6".

In the Reason column, enter the reason for the exclusion or correction request. For example, if the
supplier is a corporation and the payments are not reportable, enter “not medical or attorney’s fees”.

After reviewing the query, use the Filter in Excel to filter out the blank cells in the Exclude or Correct
column.

Open a new Excel workbook and copy and paste ONLY the lines (and column headings) to be excluded or
corrected.

Save the Excel workbook containing the corrections as the business unit, the name of the query, and the
period for which the query was ran, for example: “30101_TN_1099_TO_REPORT_JAN_OCT".

Submit the Excel workbook to F_A.Accounts@tn.gov according to the instructions on Page 7.

See below for an example of the TN_1099 TO_REPORT query. Note: Some of the columns are hidden and the
last two columns have been added to the query for example purposes.

ategory/ Voucher [Exclude or
Bus Unit |Form I?BSOX Location ||Vdr IRS Name W-9 Bus Typ VoucherlD [[Amount |.(E:°"eﬂ IReason
XXXXX 1099 06 CAT6-001 John Doe 06-Sole Proprietor - With Emp 00012345 1,000.50 7 Consulting services
XXXXX '1099 '07 CAT7-001 ABC Company LLC 08-Corporation '00012346 525.00 E Not medical or attorney's fees
XXXXX 1099 07 CAT7-001 Jane Miller 06-Sole Proprietor - With Emp 00012347  2,000.00 1 Rent
XXXXX '1099 ’07 CAT7-001 XYZ Supplies 10-Partnership '00012348 3,000.00 E Supplies
XXXXX '1099 '03 CAT3-001 Jeremy Smith 01-Individual '00012349 125.00 G6 1099-G
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Query 2: TN_1099_SLGP_VCHR_PAYMNTS

The TN_1099_SLGP_VCHR_PAYMNTS query results consist of payments processed by a business unit without a
unique Supplier ID and charged to an expenditure account. A 1099 will not be issued to the supplier for the
payments listed on this query unless Supplier Maintenance receives a request to report the payments on a 1099.
Note: Payments subject to 1042 reporting (foreign suppliers) may appear on this query. See Page 25 for foreign
supplier reporting instructions.

Please follow the steps below when reviewing the TN_1099_SLGP_VCHR_PAYMNTS query:

10.

11.

Schedule the query following the instructions on Page 8.

After importing the query into Excel, add five columns to the right of the spreadsheet and enter the
headers “Supplier ID”, “TIN”, “Format”, “Type” and “CAT”. These five columns must be completed for
payments that are 1099 reportable.

In the Supplier ID column, enter the Edison Supplier ID. Leave this cell blank if not applicable.

In the TIN column, enter the supplier’s nine-digit Taxpayer Identification Number (TIN) — Social Security
Number (SSN) or Federal Employer Identification Number (FEIN). Notes: This column must be completed
for all reportable payments. Each TIN must be formatted as either an SSN (XXX-XX-XXXX) or FEIN (XX-
XXXXXXX) by entering the appropriate dashes.

In the Format column, enter an “S” for a Social Security Number or “F” for a Federal Employer
Identification Number.

In the Type column, enter “1099” for 1099-MISC or 1099-NEC or “1099G” for 1099-G to indicate the
type of form on which the payment must be issued.

In the CAT column, enter the category: “1”, “3”, “6”, “7” or “14” for Form 1099-MISC or category: “G6”
for Form 1099-G.

After reviewing the query, use the Filter in Excel to filter out the blank cells in the Type column.

Open a new Excel workbook and copy and paste ONLY the lines (and column headings) that must be
reported on a 1099.

Save the Excel workbook containing the corrections as the business unit, the name of the query, and the
period for which the query was ran, for example: “30101_TN_1099_SLGP_VCHR_PAYMNTS_JAN_OCT”.

Submit the Excel workbook to F_A.Accounts@tn.gov according to the instructions on Page 7.

See below for an example of the TN_1099_SLGP_VCHR_PAYMNTS query. Note: Some of the columns are hidden
and the last four columns have been added to the query for example purposes.

IUnit IIVoucher IDlllnvoice#IVendor Name || Amount IDescr ||Supplier 1D ITIN IIFonnatITypeICATl
XXXXX 00012345 963 Scott Jones 1,000.00 Rent '0000123456 123-45-6789 S 1099 1
xxxxx '00012346 2518 Jane Doe 350.00 Training '0000012369 98-7654321 F 1099 7
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Query 3: TN_1099_RPRT_VDR_NORPRT_PAY
Query 4: TN_1099_RPRT_VDR_NORPRT_PAY2

The TN_1099_RPRT_VDR_NORPRT_PAY and TN_1099_RPRT_VDR_NORPRT_PAY2 query results consists of
payments processed by a business unit to typically reportable suppliers that were not coded to a 1099
reportable Location. Payments processed with a non-reportable 1099 Location to these typically reportable
suppliers with not receive a 1099 unless Supplier Maintenance receives a request to report the payments on a

1099.

Both queries must be carefully reviewed and combined to aid in the reviewing and correcting of the payment
information. Note: If payments coded to CAT locations appear on these queries, the payments must be included
with the Excel workbook submitted. These payments did not post to the 1099 table correctly.

Please follow the steps below when reviewing the TN_1099 RPRT_VDR_NORPRT_PAY and
TN_1099 RPRT_VDR_NORPRT_PAY2 queries:

1.
2.

Schedule the queries following the instructions on Page 8.
After importing the queries into Excel, combine the two queries.

Add two columns on the right of the spreadsheet(s) and enter the headers “Type” and “CAT”. These
columns must be completed for payments that are 1099 reportable.

In the Type column, enter “1099” for 1099-MISC or 1099-NEC or “1099G” for 1099-G to indicate the
type of form on which the payment must be issued.

In the CAT column, enter the category: “1”, “3”, “6”, “7” or “14” for Form 1099-MISC or category: “G6”
for Form 1099-G.

After reviewing the queries, use the Filter in Excel to filter out the blank cells in the Type column.

Open a new Excel workbook and copy and paste ONLY the lines (and column headings) that must be
reported on a 1099.

Save the Excel workbook containing the corrections as the business unit, the name of the query, and the
period for which the query was ran, for example: “30101_TN _PAY_PAY2_JAN_OCT”.

Submit the Excel workbook(s) to F_A.Accounts@tn.gov according to the instructions on Page 7.

See below for an example of the TN_1099 RPRT_VDR_NORPRT_PAY and TN_1099 RPRT_VDR_NORPRT_PAY2
qgueries combined. Note: Some of the columns are hidden and the last two columns have been added to the
query for example purposes.

[Unit [Location [Vdr IRS Name  [W-9 Bus Typ [voucheriD]| Amount [Descr [Type[[CAT]
XXXXX MAIN DEF Law Firm 08-Corporation 700055561 1,500.00 Attorney's Fees 1099 7
XXXXX MAIN Health Care Clinic 08-Corporation '00055562 25,000.00 Medical Services 1099 6
| XXXXX CAT7-001 Sam Apple 05-Sole Proprietor - No Emp '00055563 600.00 Training 1099 7
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Reporting Foreign Supplier Payments

All payments processed to foreign suppliers by the state’s business units must be submitted to Supplier
Maintenance regardless of the type of payment. Payments made to foreign suppliers may appear on any of the
four queries mentioned above. Note: If any suppliers with foreign addresses are found on the
TN_1099_SLGP_VCHR_PAYMNTS query, send the query information to F_A.Accounts@tn.gov immediately.

Please follow the steps below when reviewing the TN_1099_TO_REPORT query:

1. Cut ALL foreign supplier payments found (Location may or may not be coded as 1042) and paste them
into a new spreadsheet using the column headings from the query the rows were found on.

2. Add three columns to the right of the spreadsheet and enter the headers “Description of Payment”,
“Where Work was Performed”, and “Number of Days Present in U.S.”.

3. Inthe Description of Payment column, enter a detailed description of the payment the supplier
received.

4. Only complete the Where Work was Performed column if the type of payment described in the
Description of Payment column is a service. If the service was performed by the supplier in the United
States, enter “US”. Enter “Abroad” if the work was not performed in the United States.

5. Only complete the Number of Days Present in U.S. column if the type of payment described in the
Description of Payment column is a service. If the service was performed by the supplier in the United
States, enter the number of days the supplier was present in the U.S. Otherwise, enter zero, “0”.

6. After completing the columns, save the Excel workbook containing the foreign supplier payments as the
business unit, the name of the query, and the period for which the query was ran, for example:
“30101_1042_REPORT_JAN_OCT”".

7. Submit the Excel workbook(s) to F_A.Accounts@tn.gov according to the instructions on Page 7.

See below for an example of foreign payments found on the TN_1099_TO_REPORT query.
Note: Some of the columns in the example are hidden and the last three columns have been added to the query
for example purposes.

ere umber o
Category/ Voucher |[Description of Work Was |Days Presen
Bus Unit|[Form [Box Location Vdr IRS Name W-9 Bus Typ (VoucherlD||[Amount |[Payment Performed |in U.S.
XXXXX 1042 1 MAIN Can Consulting Inc 08-Corporation 00012521 6,523.65 Consulting Services u.S. 5
XXXXX 1042 1 1042-001 Medical Supply Corp 08-Corporation'00013625 1,612.00 Products
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Supplier Maintenance Contacts

Email 1099 and 1042 workbooks and questions to: F_A.Accounts@tn.gov
* If emailing a question, the Subject must include “1099Q”

Phone contact information for us:

* Angelo Bruno — 615-253-2742
e Katelyn Huckaby — 615-770-1104
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