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Timeline

1099 Verification


December 3, 2019 – 1099 Workshop



December 8, 2019 – SCOE IT Install 19.04 Version of Escape into Production



December 9, 2019 – SCOE IT Load 1099 for 2019



December 9-26, 2019 – Review vendors setup and 1099s



December 26, 2019 – Last APY Production Due by noon




January 8, 2020 – Verification Reports due to SCOE
(Submit Verification Reports by 4:30 pm to SCOE Business Services:
jsarsfield@scoe.org and egraves@scoe.org



VERIFICATION REPORTS
- ReqPay07 Vendor 1099 Log
- ReqPay16 Vendor 1099 Detail
**Both Final Reports must be signed by CBO**



January 31 – 1099s are mailed by SCOE Business Services
Reminder: After SCOE has generated the 1099 file, NO new data can be added to 1099
Form by the Districts. Districts will need to contact Erin Graves.
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1099 Checklist
Organization Record
□
□

Review Section 5 – AP 1099 Setup

Verify that the 1099 Address and contact information are correct
If changes needed send request to helpdesk@scoe.org

Review Account Component Setup
□
Review Object Codes for correct 1099 Boxes
Vendor Setup based on W-9
□
Flagged for 1099
□
Tax ID or SSN
□
Tax Classification
□
Address
□
Review DBAs
□
Review Foreign Vendors with Erin Graves, SCOE Business Services (if any)
□
TIN Verification
Vendor 1099 List
Searching / Reviewing 1099 List
□
Check Status and Problem Description
□
Resolve problems
□
Check for duplicate vendors and multiple (TIN) Tax Id Numbers and (SSN) Social Security
Numbers
□
Create manual adjustments if needed
□
Manually add vendors paid outside of Escape
□
Rerun 1099 List to update vendor information on list before running reports
Reports
□
Review Vendor 1099 Snapshots
□
ReqPay18-Vendor Check Detail (Run throughout the calendar year)
□
ReqPay07-Vendor Log (Can only run after 19.04 installed)
□
ReqPay16-Vendor 1099 Detail (Can only run after 19.04 installed)

Submit FINAL Reports on January 08, 2020 by 4:30 pm to:
jsarsfield@scoe.org and egraves@scoe.org
□
ReqPay07-Vendor Log
□
ReqPay16-Vendor 1099 Detail
□
Reports must be signed by CBO
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Independent Contractor vs. Employee
What is the difference?
In determining whether the person providing service is an employee or an independent contractor,
all information that provides evidence of the degree of control and independence must be
considered.
Before you can determine how to treat payments you make for services, you must first know the
business relationship that exists between the District and the person performing the services.
Per the IRS, The general rule is that an individual is an independent contractor if the payer has the
right to control or direct only the result of the work, not what will be done and how it will be done.
Districts should consider all evidence of the degree of control and independence in the
employer/worker relationship. Whether a worker is an independent contractor or
employee depends on the facts in each situation.

Consequences of Treating an Employee as an Independent Contractor
If a District classifies an employee as an independent contractor and has no reasonable basis for
doing so, the District may be held liable for employment taxes for that worker. Incorrect
classification in these areas can result in costly penalties for the employer as well as the worker.
Refer to IRS Code section 3509 for more information.
https://www.irs.gov/newsroom/understanding-employee-vs-contractor-designation

When determining if a worker is an Employee or Independent Contractor remember to consider the
duties and job they will be performing. If they will be performing tasks that are similar to an existing
job descriptions or classification for your organization they are most likely an Employee not an
Independent Contractor.
In addition, when a worker is identified as an employee the District must determine how they fit into
the Employer’s retirement system.
Employer-employee relationship also brings obligations-income and employment tax withholding,
unemployment insurance contribution, worker’s compensation coverage and retirement system
contributions. Incorrect classifications in these areas can result in costly penalties for the employer
as well as the worker.
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Federal – IRS Form SS-8
 This form can be submitted by the Worker or the District
 The IRS Decision is Binding (must be followed)

Federal Common Law rules to used when making a determination:
Company has control or has the right to control what the worker does
Behavioral
Financial
Type of
Relationship

and how the worker does their job
Are the business aspects of the worker’s job controlled by the payer?
(These include things like how the worker is paid, whether expenses are
reimbursed, who provides the tools/supplies, etc.)
Are there written contracts or employee type benefits (example: pension
plan, insurance, vacation pay, etc.) Will the relationship continue and is
the work performed a key aspect of the business?

The IRS can help employers determine the status of their workers by using Form SS-8,
Determination of Worker Status for Purposes of Federal Employment Taxes and Income Tax
Withholding. IRS Publication 15-A, Employer's Supplemental Tax Guide, is also an excellent
resource.

https://www.irs.gov/pub/irs-pdf/fss8.pdf
California – DE1870 Form
 This form can help determine proper classification.
The Employment Development Department can help employers determine the status of their
workers by using DE1870 Form. This form can be used to determine whether a worker is an
independent contractor or employee for the purposes of the California Unemployment Insurance
Code.

https://www.edd.ca.gov/pdf_pub_ctr/de1870di.pdf
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As of April 30, 2018, the State of California (California Supreme Court Decision,
Dynamex v. Superior Court) made a new decision that imposed stricter rules than the IRS Rules for
determination. California now incorporates the “ABC Test”, in which a worker is presumed
to be an employee unless the employer can show that they meet all three of the following
rules:
A) The company must not be able to control or direct what the worker does, either by
contract or in actual practice.
B) The worker must perform tasks outside of the hiring entity’s usual course of
business.
C) The worker must be engaged in all independently established trade, occupation or
business.
IMPORTANT NOTE:
Under the “ABC Test” the failure of a business to establish any one of the three factors
means that a worker will be determined to be an employee and NOT an Independent
Contractor. They must meet all three factors!

Considered Safe Classification
Example of workers
considered Safe Classification
 Professionals such as:
- Attorneys
- Auditors
 Licensed Professionals, such
as:
- Plumbers
- Electricians

Why are they considered to be Safe
Classification, as per the “ABC Test”?
They are employees of other firms brought in on a
short term basis or for a short term situation.
They are hired in emergency situations or for short
term projects that have their own business, or work
for another company. They provide their own tools
and equipment and the project requires specialized
knowledge/skills.

AREA of CONCERN
Special Education




Example of workers
that are under concern:
Psychologists
Occupational and Physical Therapy
Occupational and Physical Therapy
Aide

Why are they an area of concern?
Requires a Credential/Certification
Requires a Credential/Certification
Work is being provided under the supervision
of a Certificated/Credentialed Employee
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California Misclassification Penalties can include, but are not limited to:
 Repayment of back payroll taxes, subject to interest and 10% penalty on the unpaid taxes.
 Failure to withhold and pay California Payroll Taxes can also result in a fine up to $1,000 for
a misdemeanor or sentence to jail for up to one year, or both willful misclassifications range
in penalties from $5,000 to $55,000 per instance.

On September 18, 2019, Assembly Bill (AB) 5 was signed by Governor Gavin Newsom into
law effective January 1, 2020. This is a measure that codifies last year’s California Supreme
Court decision in the Dynamex Operations West Inc. v Superior Court into law. The
decision requires employers to prove that their workers can meet the three-part (ABC) test in
order to be lawfully classified as independent contractors. Misclassification can result in a
substantial fiscal loss to the employer.
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HIRING a U.S. Vendor
1. Federal and State regulations require certain forms and procedures when hiring vendors in
order to properly withhold any taxes on vendors, and allow employers to obtain proper Tax
Payer Identification Numbers.
2. It is important to remember the two required forms are:
 Form W-9 - Internal Revenue (Federal requirement)
https://www.irs.gov/pub/irs-pdf/fw9.pdf



Form 590 – Franchise Tax Board (State of California)
https://www.ftb.ca.gov/forms/2018/18-590-instructions.shtml

3. The State of California requires employees to obtain certain forms from vendors for
determining if they are California Residents. California imposes a 7% withholding
requirement on non-resident vendors who perform services within the State of
California.

HIRING a Foreign Vendor
See the separate handout titled: “Reporting Foreign and California Nonresident Alien
Vendors Providing Services in California”.

WIRE Transfers
See the separate handout titled: “Wire Transfer Procedures for LEA.”
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Retirees Working After Retirement
CalSTRS Retirees Paid Through Accounts Payable
CalSTRS Postretirement Earnings Limit for 2019-20 is $46,451. Any amount earned by a retired
member during the first 180 calendar days of retirement will also count against the annual
postretirement earnings limit for the appropriate fiscal year.

Remember if they are performing a duty that a regular employee can perform they should be paid
as an employee not an Independent Contractor.
Employers must keep track and report Retiree Earnings to CalSTRS no later than 45 days after the
end of the pay period.
SCOE requires districts to submit the following form whenever hiring a CalSTRS retiree and pays
them through Accounts Payable (AP). This form can be found on the Escape home page under the
Accounts Payable Forms. Here is the link for this form:
https://www.scoe.org/files/CalSTRS_Retiree_Earnings_Paid_Through_Accounts_Payable.pdf

SPECIAL CONSIDERATIONS WHEN HIRING A STRS RETIREE AS AN INDEPENDENT
CONTRACTOR
1. Retirees should NOT be hired into “Interim” positions.
2. Retirees should NOT be hired into an established or existing Employee position.
3. Retirees can NOT work in a classified position except, under certain circumstances as a
teacher’s aide, as per Ed Code 45134.
4. Earnings Limitation for 2019-20 is $46,451, must be reported to STRS as per Ed Code
22461. This is done immediately upon retention of services.
5. They cannot be hired with 180 Days of retirement as an Independent Contractor.
6. Best Practice would be to hire them as an employee, when in doubt, to avoid possible
misclassification. Make sure to hire them as a time card assignment and not in a regular
position.

SPECIAL CONSIDERATIONS WHEN HIRING A PERS RETIREE AS AN INDEPENDENT
CONTRACTOR
1. Retirees engaged as a true Independent Contractor are not subject to an Earnings Limitation
or Hours Limitation. Remember, if they are misclassified it will affect their retirement benefit
and mandate automatic reinstatement into CalPERS.
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1099-MISC
A Form 1099-MISC reports miscellaneous income that is not reportable on other 1099 forms. It
covers a wide variety of payments ranging from the payment of vacation allowances to golden
parachute payments to independent contractor compensation payments. The Form 1099 also
includes basic information about the person or entity making the payment, such as the name,
address and federal tax ID as well as the same information for the person or entity receiving the
payment.

Threshold
Forms 1099-MISC is required to be issued only if payments exceed certain amounts set by the
IRS. If a vendor receives at least $10 in royalties; $600 in rent, services, prizes, awards, medical
payments, crop insurance proceeds, payments for aquatic life; any fishing boat proceeds; or $600
or more in gross proceeds paid to an attorney, vendors must receive a Form 1099.

1099 Recipients
The Form 1099-MISC covers a wide variety of payments. Accordingly, there are a wide variety of
taxpayers who should receive a Form 1099-MISC. The following people should receive a Form
1099-MISC if they receive payments above the IRS threshold: attorneys, independent contractors,
consultants, crop insurance recipients, salesmen, directors, fishing boat crew members, fish
salesmen, former employees, tribal members, successful litigants, landlords, royalties’ recipients
and interest income recipients.

Is it required that we obtain a W-9 form from Vendors?
It is recommended and the best practice to ALWAYS request a Form W9 from every vendor you
work with. The Internal Revenue Service requires that you obtain W-9 forms when you make
inventory and service purchases from a vendor to create a paper trail that allows the agency to
catch vendors who do not report income and to prevent you from claiming illegitimate vendor
expenses.
The IRS requires that you obtain a W-9 from every vendor from whom you purchase $600 in labor
and services, but you can request W-9s from vendors for smaller purchases. You have to obtain
this form only once from each vendor unless its business information has changed. The vendor
must send you a copy of his W-9 upon request, or he will pay a $50 fine to the IRS.
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1099 Exemption(s):
The worker has unique or special skills required for a specific student of a specific
training/education module that are not available for a regular employee.
Payments to corporations for legal services. The exemption from reporting payments made to
corporations does not apply to payments for legal services. Therefore, you must report attorneys'
fees (in box 7) or gross proceeds (in box 14) as described earlier to corporations that provide legal
services.
The exemption from issuing Form 1099-MISC to a corporation does not apply to payments for
medical or health care services provided by corporations, including professional corporations.
However, you are not required to report payments made to a tax-exempt hospital or extended care
facility or to a hospital or extended care facility owned and operated by the United States (or its
possessions), a state, the District of Columbia, or any of their political subdivisions, agencies, or
instrumentalities.

1099 Vendor Tips:








A 1099 vendor can only have one active SSN or TIN
Vendor can be a sole proprietor and not be an Independent Contractor
In both cases you must have the 1099 field marked : “Yes”
A vendor that supplies you with a SSN must supply their full name
A vendor that supplies you with a EIN/TIN must provide the business name
A vendor may have changed business types, remember to update 1099 flag
An Independent Contractor must provide a SSN for Independent Contractor Reporting
requirement
 A Partnership must supply one EIN/TIN associated with the business name
 An LLC must report as either a “P” for partnership or a “C” for corporation, or an “S” for S
Corporation

Tax Classification
Individual/Sole Proprietor
C Corporation
S Corporation
Partnership
Trust/Estate
Exempt
LLC Corporation ( C )
LLC S Corporation ( S )
LLC Partnership ( P )

Possible 1099 SSN EIN/TIN
Reporting
YES
NO
NO
YES
YES
NO
NO
NO
YES

X

X
X
X
X
X
X
X
X
X

Backup Withholding
There are situations when the payer is required to withhold at the current rate of 24 percent (24%).
This 24 percent tax is taken from any future payments to ensure the IRS receives the tax due on
this income. Please contact Erin Graves, Business Services if you need additional information or
refer to the following IRS webpage: https://www.irs.gov/businesses/small-businesses-selfemployed/backup-withholding
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1099-MISC Reportable vs. Non-Reportable
Reportable
when threshold has been met
Services
Legal Services
Medical Services
Catering
Registration Fees for Conferences and
Workshops
Taxable Settlement Agreements including
Attorney Fees

Non-Reportable
Payments made to Government Agencies
Purchases of Goods unless incidental to
services
Insurance Premiums
Extended Service Contracts
Dues to Professional Organizations

Legal Damages – personal physical injury,
medical expense reimbursement, property
damage claims
Rental Fees for Equipment and Buildings
Storage Facility Rentals, Rent paid to RealEstate Agent
Honorariums
Scholarships (be careful, incentive payments
are reportable)
Copyrights & Royalties of $10 or more
Credit Card Payments for Services or
Payments made thru Pay Pal
 These are just examples – remember when in doubt, mark the payment for
reporting.

When are 1099 Miscellaneous Forms required?
REQUIRED
NOT REQUIRED
Income of $600 or more for rents,
services (including parts and materials)
Medical and Health Care Payments
Gross Proceeds of $600 or more paid to
an attorney
Non-Profit Organizations
(Engaged in a Trade or Business)

Generally, payments made to a
corporation
Wages paid to an Employee
(Reported on W2)
Business Travel Allowances
(Reported on W2)
Payments made to Tax-Exempt
Organizations

SPECIAL CIRCUMSTANCES
Reportable Payments for Corporations include:
Medical and Health Care Payments
Attorney Fees
Gross Proceeds Paid to an Attorney
Deceased Employee’s Wages

Box 6 – Object 58XX
Box 7 – Object 62XX
Box 14 – Object 58XX
Box 3 – Object 29XX
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What information does the W-9 provide?
The W-9 form provides information that you will need to review and setup in Escape.
1099 Form Section Information Detail
Section 1 Name (as shown on their tax return, cannot be blank)
Section 2 Business Name (If different from above. This does include

Escape Vendor Detail
Vendor Name/Address
Vendor Name/Address

Trade Name, DBA Name or Disregarded Entity Name)

Section 3 Federal Tax Classification (Person whose name is entered
Section 4
Section 5
Section 6
Part 1

in Section 1 – They can ONLY
one box)
Exemptions (does not apply to individuals-see W9 Instructions)
Address (Number, Street, Apartment or Suite No.)
Address (City, State, and Zip Code)

Social Security Number (must provide full name with SSN)
EIN/TIN (must provide business name with EIN/TIN)
Part II Certification Signature (Must be signed)

Tax Classification
1099 (mark Yes or No)
Addresses
Addresses
State Tax Id or SSN
Federal Tax Id

Section(s) 1 – 6

Part 1 - Vendor Tax ID Number vs. Social Security Numbers
The Taxpayer Identification Number (TIN) is provided on the W-9. It is recommended that districts
have a W-9 on file for ALL of their vendors.

 If the vendor provides you with a Social Security Number (SSN) they must provide their
full name on the W-9 Form.
 If the vendor provides you with a Tax Identification Number (TIN) they must provide the
Business Name.
 When a vendor provides a TIN and a full name, the district should set the vendor up with a
DBA.
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Understanding the 1099 Box Reporting

Box 1 – Rent(s)

OBJECT: 56XX

Examples: Real Estate rental paid for office space (unless paid to a real estate agent)
Machine Rental that is part of a contract that includes both the use of the machine and the
operator, prorate the rental between the machine (machine is reported in box 1) and the
operator’s charge (report the operator’s charge in box 7)

Amount Minimum = $600.00 or more
Box 3 – Other Income

OBJECT:

29XX

Cash paid from a notional principal contract to an individual, partnership or estate.
Example(s): Prizes and Awards that are not for services provided. Do not include prizes and awards
paid to your employees. Report these on the W-2 Form. Do not include in Box 3 prizes and
awards for services performed by non-employees, if the prize or award was given based on
services performed, report these in Box 7.
Punitive Damages if related to physical injury or physical sickness.
Liquidated Damages received under the Age Discrimination in Employment Act of 1967.
Deceased Employees Wages paid to Estate or Beneficiary,

Amount Minimum = $600.00 or more
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Box 6 = Medical and Health Care Payments

OBJECT:

58XX

Example(s): Payments made to each a physician or other supplier or provider of medical or health care
services. Include payments made by medical and health care insurers under health,
accident and insurance programs.
Payments made to Corporation, list the corporation as the recipient rather than the
individual providing the services.
Payments made to persons providing health care services including T.B. Test Charges,
Employment Physical Exams and sending Injured workers to doctors.
Employers are not required to report payments made to pharmacies for prescription
drugs.

Example Vendors: NPS Staff is providing medical services and they bundle their invoices, not breaking
out the medical costs from tuition costs. Recommendation is to report the total
bundle amount in Box 6.
If the NPS uses a third party for the medical services the District will NOT report the
NPS for 1099 reporting.

NOTE: Kaiser is Exempt – No 1099 Form

Amount Minimum = $600.00 or more
Box 7 = Non-Employee

OBJECT: 62XX

Services performed by someone who is not your employee (including parts and materials)
Example(s): Independent Contractor
Prizes and Awards - paid to non-employees for services performed.
Professional Service Fees including:
Attorneys’ Fees – Attorneys are not exempt from Form 1099 Misc
reporting, they should receive a form if they are providing normal services
(All Gross Proceeds from a settlement must be reported in Box 14)
Accountants
Architects
Contractors and Sub Contractors
NOTE: Box 7 is the ESCAPE Default Box for any payment that does not have an object code specified
for one of the other boxes. All amounts will be added to this box.
SCLS is EXEMPT from 1099 reporting because they are a governmental agency.

Amount Minimum = $600.00 or more
Box 14 = Gross Proceeds paid to an Attorney (GPPA)

OBJECT: 58XX

Under section 6045(f), report in box 14 payments that:




Are made to an attorney in the course of your trade or business in connection with legal services, but
not for the attorney’s services, for example, as in a settlement agreement;
Total $600 or more; and
Are not reportable by you in box 7.

Generally, you are not required to report the claimant's attorney's fees
Payments to corporations for legal services. The exemption from reporting payments made to
corporations does not apply to payments for legal services. Therefore, you must report attorneys' fees (in box
7) or gross proceeds (in box 14) as described earlier to corporations that provide legal services.

Amount Minimum = $600.00 or more
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DECEASED EMPLOYEES: Final Pay in Escape (updated 12/2019)
It is necessary for LEAs to use the correct process for paying and reporting compensation for
deceased employees. Guidelines can be found in IRS Publication 15 and in the Instructions for Form
W2
Step 1: HR should end the assignment as of the date of death. Make certain the employee has
enough sick leave to be in paid status, or else Payroll should enter a dock.
Step 2: After entering the final sick leave taken, vacation pay out, etc., Payroll should adjust all leave
balances to zero.
Step 3: Determine whether any class size overages or other stipends and/or earnings are owed.
Step 4: Work with HR to figure out the appropriate end dates for health benefits, dues and other
deductions. Normally the deductions should end as of the last day of the month during which the
employee passed away.
 Exception: CTA Dues are not taken in the month of death
Step 5: Change the number of Federal and State tax exemptions to “99” so no income taxes are
withheld.
Step 6: Review the benefit inflation and refund any additional amounts taken from the start of the
fiscal year to the date of death that would have covered any future months of coverage (i.e. July and
August premiums).
Step 7: When final payment is made AFTER the year of death:
 Do not withhold Social Security and Medicare taxes
 Do not process through payroll
 Zero out Gross Pay by using the Regular addon to reverse compensation
 Skip Step 8 and proceed to Step 9
Step 8: When final payment is made in the SAME YEAR the employee passed:
 Calculate pay in Escape on the next (final) regular payroll, triggering a DNP payout if
applicable
 Enter the REPAY deduction to zero out net pay
 When the regular payroll runs, the subject grosses will be correct for retirement and W2
reporting
 EXCEPTION: An adjustment will need to be made to Box 1 and Box 16 of the W2 to
reduce FIT and SIT subject wages by the final payment amount
Step 9: ALERT Erin Graves in SCOE Business Services (egraves@scoe.org or 524-2656) you have a
deceased employee. When applicable, she will work with you to correct the Federal and State W2
boxes prior to the last payroll of the calendar year. Usually these adjustments will be done with Z-type
addons.
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 NOTE: It is recommended processing the final payment through AP rather than out of
the district’s revolving account. However, should the district decide to pay the deceased
outside of Escape, using the district’s revolving account, skip steps 10 and 11. Instead
you will need to manually enter the vendor and payment information for 1099 reporting at
calendar year end. Put a tickler in your calendar year end 1099 file as a reminder.
Step 10: When making final payment through Escape’s AP, create a NEW vendor in accounts
payable to “The Estate of (employee)”
 Have the family complete a W9 in order to obtain the TIN or SSN for the beneficiary or
estate
i. It is best to have a Designation of Beneficiary for Pay Warrant form on file for all
employees as provided by Government Code 53245:
1. In the event of death, the employee may designate a beneficiary to receive
all warrants or checks that will be payable to the employee
 Flag the vendor “Yes” for 1099
 Set the vendor (Estate or Beneficiary) to report in Box 3 of 1099.
i. IMPORTANT: The amount in Box 3 of the 1099 will need to be edited and
changed to reflect the “gross” amount from payroll
ii.
Step 11: Accounts Payable creates a direct payment req to issue the warrant to the new vendor
“Estate of”
 When final payment is made in the SAME YEAR the employee passed:
 Code payment to object 9213 to clear the REPAY that was created through payroll
(done in Step 8)
 The amount of the warrant needs to be the “net” amount from the payroll
calculation
 The warrant should be issued no later than the date of the next payroll
 Using a req will document the appropriate approvals.
 Include a letter with the warrant explaining the pay and that they will receive both a
W2 and a 1099

 When final payment is made AFTER the year of death code payment to object 1XXX
and 2XXX
 This warrant should be issued NO LATER than the date of the next payroll
 Can set these objects to report in Box 3 of Form 1099 since this is the only
occasion to issue AP warrants coded to these accounts
 Include a letter with the warrant explaining the pay and that they will receive a
1099 (only)
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Sonoma County Office of Education

Escape Setup for 1099
Reporting 2019
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Organization Record
The organization record can be used to override the “company information” from the System
table. In addition, this is where you define the sort option for the printing of 1099s.

Go to System – Setup – Organization





This is “read only”, but you will want to review the setup for your District.
Review Section 5 – AP 1099 Setup for
 Federal and State Tax Id (Default from HR/Payroll Setup)
 Employer Name
 Address
 Print Sort Options (Form Mailed from SCOE)
Send request to helpdesk@scoe.org

There are several fields in the Organization record in the AP 1099 Setup category that
concern 1099 processing.


Federal Tax ID for 1099 – This field is used for processing 1099s. Escape uses
cascading logic to determine the EIN for a 1099. It will look at the organization record
and of the fund component of the account(s) used to pay the vendor. The logic first
looks at the Federal Tax ID defined in the Fund component. If this field is not filled
out, then it will use the Federal Tax ID for 1099 in the AP 1099 Setup category of the
Organization record. If the Federal Tax ID for 1099 in the AP 1099 Setup category is
also blank, the software uses the Federal Tax ID for Payroll Processing (under the
HR/Payroll Setup category) in the Organization record.



State Tax ID for 1099 – If this field is not filled out, the software uses the State Tax
ID for Payroll Processing (under the HR/Payroll Setup category) in the Organization
record.



Employer Name – Specific name for the 1099 processing. If this is left blank, the
software will use the information from the System table.
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Employer Address – Specific address for the 1099 processing. If this is left blank,
the software will use the information from the System table.



Print Sort Option – Select the sort order for 1099s. There are three options: address
name, zip code and vendor ID. If you are using bulk mailing, the best sort option is
zip code. 
















Print Account Option – Select print options for 1099s. You can suppress printing of
an account, use the customer account or use the Vendor ID.
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Review Account Component Setup
Escape allows you to control which box a vendor’s payments are reported to by specifying
the applicable object codes for each box. The system searches through the checks looking
for specified object and reports the amounts to the appropriate box.
Account Components access is Permission based. Please check with an
authorized user in your district before making changes in Object Account Components.
Step 1: Go to Finance – Setup – Chart of Accounts – Account Components
 Component = Object
Quick Start:
 Click Go
CO
or Enter
 Narrow search in Component Value by selecting
To get to Account
accounts by major object code
Components
 5XXX = Services & Other Expenditures



From the list, click on the 1099 Column to sort by the 1099 Box Number to review
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Review the 1099 Form Box in the Account Components activity. Designations
have been made here to allow the system to automatically flag anything paid to
these objects and will be populated into the correct 1099 form boxes (Escape
looks for 1099 coding first)





In all cases vendors must be flagged in the vendor record as Yes for 1099
Click on the record to open and review or make changes
Remember to review the box definitions for use in the Account Component 1099
boxes
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Vendor Setup Based on W-9
The Vendor Name, SSN/TIN, Classification and Address are entered into Escape as
indicated on the W-9 Form. Be sure to review the vendor has completed all the information
correctly.
The most recent W-9 Form and instructions can be downloaded from the IRS Website:
https://www.irs.gov/pub/irs-pdf/fw9.pdf The most recent form was posted October 2018.

Step 1:
Go to Finance-Purchasing-Vendors
 Click New to create a new vendor record
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Step 2:
Enter the Vendor Name, as indicated on the W-9 Form
Section 1
 Vendor Name
 Federal Tax Id or SSN (9 Digits)
 Tax Classification as indicated on W9 form – Select from menu

For the 1099 Form, the
system will use the
Federal Tax Id first, if
that is blank, it will use
the State Id or SSN

Step 3:
Enter the Independent Contractor Information, if any.
Section 3 – Independent Contractor Information

Step 4:
Enter the Payment Information
W-9 Required?: Yes
W-9 Received Date: Enter Date
1099: Yes to Flag for 1099 Form
Be careful when
coding the 1099 Form
Box for hard coding!
If vendor paid with
multiple object leave
blank
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Step 5:
- Enter the Address Information
Vendor Name and Address
The Vendor Name on the list and the banner of the form is the name in the main vendor
record. The 1099 Name field on the form is the name from the address that is marked as
1099.
The 1099 Name Line 1 and 1099 Name Line 2 gives you the opportunity to review how the
name will print on the form. The names are from the address that is marked as 1099. If
the 1099 Name Line 2 is blank, the name will print as a single line. If there is information in
both the 1099 Name Line 1 and Name Line 2, the name will print on the 1099 as two lines,
exactly as displayed.
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Vendor with Multiple Addresses
Address Line 1 – Setup Example:
Payments/Checks
Special Notes when setting up 2 address lines in Escape:
You must have at least one address marked as the issue default and one address
marked as the remit default. You cannot have more than one address tagged for both,
always make sure only one address is marked 1099 = Yes.
1. Address, City, State, Zip Code, County, Country – Enter the appropriate information
here. Use the lookup for State to make sure you use the appropriate postal
abbreviation. The ZIP can be entered as 5 digits or ZIP+4, or as a foreign postal
code, if appropriate.
 If the vendor is not in the U.S.A., your first step should be to enter the name of the
Country and then follow the rules on foreign addresses
 The address field allows up to 60 characters. If there are more than 30 characters,
the software will automatically break the entry into two lines using some basic logic.
 If you want to control where the line break occurs, use a double-slash (//) after the
first line (up to 30 characters). For example, you might enter “P.O. Box 70049//123
Main Street” to have the PO Box on the first line and the street address on the
second.
2. If you want the DBA and Name to Print on the Check, you can setup the address the
same way but remember to set the flags for Remit, Issue, 1099 to YES for ALL
- Go to the Addresses section of the Vendor Record.
- Enter in Line 1 with the Name of the Business.
o Entering Address 1 with only the Business Name and flagging the Issue and
Remit fields with a YES, will make sure all checks paid to this vendor are setup
with the Payee: SMILE Orthodontics and will be mailed to this vendor address.

28 | P a g e

Address Line 2 Setup Example:
1099 Address
-

Go to the Addresses section of the Vendor Record.
Enter in Line 2:
o Enter the Person’s Name
o Directly after their Name insert //
The // creates two lines on the 1099 Address Line
o Enter in the Business Name
EXAMPLE: Joseph L. Eliason, DDS,MSD,APC//DBA SMILE Orthodontics
o Enter in the 1099 Mailing Address
o Issue Default = No
o Remit Default = No
o 1099 Address = Yes
Flagging this with a Yes will make sure the 1099 is mailed using this name and
address. The Vendor will be able to use this for Tax Reporting.

Here is an example of how it will print on the 1099 Form:
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Common 1099 Errors that will need to be corrected:

 Tax ID number or address is missing for this vendor
o If there are any vendors with this problem, it will prevent you from
printing 1099s for those vendors, since they are missing very important
information,
o Check the Vendor record and correct the information or modify
the 1099 Vendor record.
o Check the objects to make certain that an incorrect object code has not been
included.

 Negative amounts
o If there are any vendors with this problem, it will prevent you from
printing 1099s, since you cannot report negative amounts.
o Review these vendors to determine why the amount was negative and make
an adjustment with a detailed reason in the Vendor 1099 record. What may
have happened is you created a credit memo (a negative invoice) and used a
different object code than the object code used in the original invoice.

 No 1099
o This vendor will not receive a 1099 because there is a No in the 1099 field in
the Vendor record, or their payments did not reach the reporting minimum.
o If they should receive a 1099, edit the Vendor record.
o If the vendor is less than the reporting minimum, either make the adjustment or
leave as is.

 Duplicate Vendors (This should not occur but does on occasion.)
o Determine which Vendor record has more requisitions recorded against it and
inactivate the other record by changing the vendor’s active flag to no.
o Edit the Vendor 1099 record of the inactive vendor, adjusting the amounts to
zero. Put a note in the Adjustment Reason field referring to the other
vendor’s code.
o Edit the Vendor 1099 record of the active vendor, adding the amounts from the
inactive vendor. Put a note in the Adjustment Reason field referring to the
other vendor’s code.
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 Duplicate Tax ID (This should not occur but does on occasion.)
o A quick way to find the vendors with duplicates is to sort your list by Tax ID.
o Research and modify the Vendor records accordingly.
o This Vendor has an incorrectly formatted Tax Identification Number specified
in the Vendor record. The software requires you to format the Federal Tax ID
as xx-xxxxxx or the SSN as xxx-xx-xxxx.
o Research and modify the Vendor record accordingly.

 Check for Multiple 1099 box values
o This occurs when a liability account is used to pay for a requisition and at least
one account points to a 1099 box. When a liability account is used to pay for a
requisition, the software reads the requisition accounts to determine if any of
the other accounts for the prior fiscal year are reportable on 1099s. If there is
an account, the software maps the entire amount of the requisition to the
account with the highest 1099 box.
o Review the requisition.
o Adjust the 1099.
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Quick Start:

Searching Vendors

VE
or Enter
To get to Vendors

Vendor Record Search #1
Review Vendors to verify flagged for 1099 as applicable in their record for those that
received payments during the 2019 tax year.
Step 1:
 Go to Finance-Purchasing-Vendors
Step 2:
 Go to Section 4 – Payment Information
 Payments Dated: 1/1/2019..12/31/2019
 Click Go to generate the list

Use Mnemonics for Dates to create
a Search Favorite

You can immediately see if any vendor record listed is missing a tax ID.
Note: The social security numbers are masked on the list. You must have permissions
to view the full security number in the Vendor record under the Tasks activities.
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Vendor Record Search #2
Exporting your list to Excel to verify that your district does not have any duplicate values
in regards to Vendors or Tax Id.

Step 1:
Export your 1099 Vendor Record Search (Search #1) to Excel.
Here are the steps on how to export your list to excel:


Select Export from the Task Bar

Go to Excel to view the export
a) Highlight the Federal Tax Id and State Tax Id Column
b) Select Conditional Formatting from the Tool Bar
c) Select Highlight Cell Rules
d) Select Duplicate Values
a. Select OK for the system to color code duplicate cells

c

see duplicates
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Duplicate Vendors
This should not occur but does on occasion.
 Determine which Vendor record has more requisitions recorded against it and
inactivate the other record by changing the vendor’s active flag to no.
 Edit the Vendor 1099 record of the inactive vendor, adjusting the amounts to zero.
Put a note in the Adjustment Reason field referring to the other vendor’s code.
 Edit the Vendor 1099 record of the active vendor, adding the amounts from the
inactive vendor. Put a note in the Adjustment Reason field referring to the other
vendor’s code.

Duplicate Tax ID
This should not occur but does on occasion.
 A quick way to find the vendors with duplicates is to sort your list by Tax ID.
 Research and modify the Vendor records accordingly.

Review Tax Classification
 Use the drop down menu to select the appropriate classification from W9 Form

 Review the following:
 Tax Id is formatted correctly
 Verify Federal and State Numbers
o Federal number must be associated with a company name
o Social Security numbers must reference an individual’s name
o 1099 process first looks for the Federal Tax id
o SB542 first looks for the State Tax id (Independent Contractor)


1099 Form Box is filled in appropriately
 Verify that this box is coded 0 (N/A) or the system will override all object
designations and report all vendor payments to this one box
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NOTE: A vendor that has several types of payments should NOT have this box hardcoded
to Box 7 (Non-Employee compensation), or any rents would not automatically go to Box 1
(Rents)


1099 Flag must be set to Yes, to create a 1099 form
 If the flag is set to No, you can change it now and then the vendor payments
will appear on all future 1099 vendor searches
o Report searches can be run using this designation

Verify the 1099 address
 Set the default in the Address section
If there is no 1099 address marked the system will take the last paid address (or remit to) .



Review vendor names and address that are longer than 30 digits
o Use the // to separate lines (either name or address)
 P O Box 70049//123 Main Street will print on two lines
 The IRS only allows for 40 characters on one line as a street address,
while Escape allows 60 characters spread over two lines
 You may want to create a separate address for 1099 remits
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Generate and Work the 1099 List

Tip: Use Quick Start

Go to Finance – Process – Tax Reporting – Vendor 1099
Tutorial Available from Tools in upper right hand corner of Escape
screen



First time search, use all defaulted values (all blanks as shown below)

 Review Problem Desc Column
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Vendor changes can be done using the Quick link or in the Vendor activity



Highlight vendor, Open Record, Click on Quick link (small yellow icon) to go to
Vendor record to make changes.



Review Vendor Setup – Tax ID, Tax Classification, Independent Contractor
Information, Payment Information, W9 Required? Attached, Flagged for 1099?

This vendor has an incorrect Tax ID #.



Review Payment tab, select the quick link for a payment to review account code
Use the Tasks Menu in the Vendor Record to Add/Change SSN based on permissions

If edits are made in a vendor record, be sure to do a new search to refresh the 1099 list
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Manually Adjust 1099 Form Box Amounts
Go to Finance – Process – Tax Reporting – Vendor 1099


To change the reportable amounts on your original 1099 list
o Select the vendor
o Open the record
o Expand applicable Section 1, 2, 3 or 4. Default will open Section 1
o From the Tasks menu drop down
 Select edit and the fields will open
 Note that only the first box in each section will open
 The remaining fields are locked as those amounts came in from
system generated activities

o Enter negative and /or positive adjustments Adjust field
Note: Make sure to use the Adjustment Reason field for description of change

o Save/Close the record
o Go to Search to refresh list and view changes
o The adjusted amounts will be in Adjustment Amount Column
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Review Canceled Checks and Make Manual Adjustments to 1099
Run a ReqPay09 – Cancel Check Register to determine if any checks were canceled in
prior calendar year and reissued in current calendar year. A manual adjustment will need
to be made for the canceled amount in current calendar year.

Go to Finance – Reports – Req/Payment






Reissued?: Yes – include Reissued Checks
Starting Check Date: 01/01/2018
Ending Check Dates: 12/31/2018
Starting Check Cancel Date: 01/01/2019
Ending Check Cancel Date: 12/31/2019






Report will list all vendors with canceled checks. Identify 1099 Vendor(s)
Review Issued Date and Canceled Date
Note Amount to post as 1099 Adjustment
Enter Adjustment to 1099 (see prior page Manually Adjust 1099 Form Box Amounts)
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Review Stale Dated Checks
The 1099 process ignores stale dated checks. You may want to review the payments from
the stale dated account to determine if any payments should be included in the 1099. If they
need to be included, you can add the amount as an adjustment.

Manually Add a Miscellaneous Vendor
Payments made outside Escape, such as Revolving, Petty Cash, ASB (Associated Student
Body), Wire Transfers, or one-time payees paid through a Direct payment, can be manually
added to the Vendor 1099 Record. The vendor must be active in Escape first and flagged for
1099. Refer to section on Creating a New Vendor.

Go to Finance – Process – Tax Reporting – Vendor 1099








Enter 2019 Calendar Year
Click Go
Click New to add vendor to the 1099 Vendor list
Enter the Vendor Code (Vendor must already exist and flagged as 1099)
Enter all necessary 1099 data for the vendor
Enter Adjustment Reason
Save/Close

For the manually added vendor to show on your 1099 vendor list, you will need do a new
search to update the Vendor list
 This manual vendor record may still need some editing to report correctly
 Review if vendor flagged for 1099
 Review Tax ID

If manual edits are made, be sure to do a new search to refresh the 1099 list
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1099 Verification Reports
Prior to running reports, be sure to create a new 1099 List to show the most current
vendors that will be reported.
1099 Snapshot

Go to Finance - Process –Tax Reporting –Vendor 1099


Copy of the proposed 1099 form is available from the list
o Highlight vendor
o Click on Preview Button Magnifying Glass in tool bar to open snap shot








Example Snapshot: Review if contact information is correct
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ReqPay18 – Vendor 1099 Check Detail
For District Review Only, DO NOT SUBMIT

About the Report
The report provides a listing of those vendors who will be receiving 1099s from your
district. It lists the vendor ID/Tax ID, vendor name, check numbers and dollar amounts.

Purpose
The purpose of this report is to review vendor checks that are included in 1099s and
show the
check detail for reconciling the 1099 “system” amounts.

Who Should Use
The person responsible for 1099 processing at your district would print this report. This
may be an AP, Accounting or Information Services staff member.
How to run the report in Escape:

Go to Finance – Reports – Req/Payment – ReqPay18
Tax Year: 2019
Sort Option: Review Different Options
If you sort by Object, you can easily identify the object codes and if they are
reporting to the correct boxes on the 1099 Form. When using the fund/object
sort, the check amount may show more than once. Thus, the sum of the
column may not equal the total amount for checks issued to the vendor.
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Example for Sort Option b) Org, Vendor Id, Check #

The amount in the Reported column is the amount that may or may not be included the
1099 box on the actual form. Amounts in this column do not include prepays or liabilities.
The amount in the Review column is any amount where the 1099 box has a value of 0
(zero), 254 (prepay), or 255 (liability), or a box number that should have been assigned
(because of the vendor or object code) but was not.
The check amount and/or vendor total line will display an asterisk (*) if the check amount(s)
does not equal the reported amount(s) plus the review amount(s). This does not necessarily
mean there is a problem: simply that there is a difference.

NOTE: Manual Adjustments to 1099s do not reflect on this report.
Canceled Checks; recommend to also run the ReqPay09 Cancel Check
Register.

ReqPay07 – Vendor 1099 Log
About the Report
The report provides a listing of those vendors who will be receiving 1099s from your district.
It lists the vendor ID/Tax ID, vendor name, the amount calculated from the 1099 process,
the imported amount, any adjustments and the total. It also includes a summary of Federal
and California State returns at the end of the report.
Purpose
The purpose of this report is to review vendor amounts that are included in 1099s.
Who Should Use
The person responsible for 1099 processing at your district would print this report. This may
be an AP, Accounting or Information Services staff member.

Example #1- ReqPay07 – Vendor 1099 Log
Shows ALL 1099s with problems. It is important to run the report initially to show all
problems. Districts will then need to review the problems and determine how to address
them.

Go to Finance – Reports – Req/Payment – ReqPay07
o Tax Year: 2019
o Problems?: Only 1099s with problems (@/U/?/#/x/-)
o Full Name?: Yes – Show the Full 1099 Name

44 | P a g e

Example #2- ReqPay07 – Vendor 1099 Log
Shows ALL 1099s having NO problems. This report is required and must be submitted as a
FINAL Report to SCOE. Review for accuracy before final submission.


FINAL REPORTS must be signed by the CBO and Submitted to SCOE January 8,
2020 by 4:30 p.m.

Go to Finance – Reports – Req/Payment – ReqPay07


Final Report to Submit
o Tax Year: 2019
o Problems?: 1099s having no problems
o Full Name?: Yes – Show the Full 1099 Name
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ReqPay16 – Vendor 1099 Detail
About the Report
The report provides a detailed list of vendors who will be receiving 1099s from your district.
It marks those with incomplete addresses, amounts under the minimum, missing tax IDs, the
1099 flag turned off in the vendor record, negative dollar amounts and vendors with foreign
addresses.
At the end of the report, it also includes a listing of all the objects set up for 1099 processing.

Purpose
The purpose of this report is to help you work through 1099 errors and provide a
document of 1099s generated.

Who Should Use
The person responsible for 1099 processing (e.g., AP, Accounting or Information Services
staff member) would print this report.

Example #1- ReqPay16 –Vendor Detail Log
Shows ALL 1099s with problems. It is important to run the report initially to show all
problems. Districts will then need to review the problems and determine how to address
them.

Go to Finance – Reports – Req/Payment – ReqPay16
o Tax Year: 2019
o Problems?: Only 1099s with problems (@/U/?/#/x/-)
o Full Name?: Yes – Show the Full 1099 Name
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Go to Finance – Reports – Req/Payment – ReqPay16
This report is required and must be submitted as a FINAL Report to SCOE. Review for
accuracy before final submission.


FINAL REPORTS must be signed by the CBO and Submitted to SCOE
January 8, 2020 by 4:30 p.m.



Final Report to Submit
o Tax Year: 2019
o Problems?: 1099s having no problems
o Full Name?: Yes – Show the Full 1099 Name

See the next page for a chart of all the problem report codes and code
descriptions. The Chart is for the ReqPay07 and ReqPay16
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Problem Reporting Codes for the
ReqPay07, ReqPay16
Description
Description Detail

Code
X
1099 turned off at
vendor
@
Incomplete Address
<

Under Min $

#

Unknown TIN Format

-

Negative $

!

Foreign Corporation

>

Out of State

&

Employee Also

?

Missing Tax ID

The 1099 flag in the vendor record is set to
“No”. Review the vendor record.
The address detail in the vendor record is not
complete. Review Address setup.
The total payment amounts are under the
$600.00 Threshold; No 1099 Form needed
The SSN or TIN is not entered in a valid
format
Review the vendor payments/setup as
negative amounts cannot be reported on a
1099 Form
Based upon the vendor information this is a
Foreign Vendor, refer to Foreign Vendor
Handout
Based upon the vendor setup information this
is an out of state vendor
This is a warning that this Independent
Contractor is an employee, either at your
district or another district. It is a warning and
districts should review the business
relationship to ensure that they are not
misclassified and are being reported correctly
(Employee vs. Independent Contractor).
There is no Tax ID entered. Enter Tax ID in
Vendor Record.

Review 1099 Checklist and submit FINAL Reports
on or before January 08, 2020 by 4:30 pm
email to SCOE Business Services:
jsarsfield@scoe.org and egraves@scoe.org
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