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2022 Calendar Year End Agenda

ÅNotes

ÅPre-Closing Procedures

ÅCalendar Year End Close

Å1099-NEC & 1099-MISC Procedures

ÅSubmit 1099’s to NOACSC by January 13th for printing
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2022 Calendar Year End Notes

Notes:

ÅCyber Security –where do you keep your passwords?

ÅTreasurer doesn’t sign E-rate 
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2022 Calendar Year End Notes

Items coming down the pike from the SSDT:

1. Automatically filter the various account grids to active accounts.

2. Improve the Budget Account Activity Report performance

3. The ability to store attachments on the Vendor, Receipt and AP Invoice comparable to 

what is available for the requisitions.

4. The ability to key in a PO # when posting pending transactions.

5. The ability to delete requisitions without having to reopen the posting period associated 

with the requisition date.

6. The ability to unvoid disbursements.
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Pre-Closing Procedures
Publication 1220

11/22/2022

Be Informed & review 
Publication 1220

5https://www.irs.gov/e-file-providers/filing-information-returns-electronically-fire
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Due dates of Forms & Instructions

{ǳōƳƛǘ млффΩǎ to NOACSC 
Åby January 13th for printing

Filing of 1099 - NEC
ÅFiled with the IRS on paper or electronically by January 31, 2023.
ÅA copy of Form 1099-NEC should also be sent to your vendors and independent contractors 

by January 31, 2023.

Filing of 1099-MISC
ÅFiled with the IRS electronicallyby March 31, 2023.
ÅA copy of Form 1099-MISC should be sent to the MISC recipients by Jan. 31, 2023.

General Instructions for Certain Information Returns

https://www.irs.gov/instructions/i1099gi
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Who Should Receive a 1099

ÅPayments of $600 or more per year  (add together every payment, from 
every dept.)

ÅServices (including parts and materials)

ÅSole Proprietor, Partnership, Trusts

ÅExcludes corporations (C or S) unless:
ÅMedical & Health Care Payments
ÅDoes not apply if payment made to tax exempt hospital

ÅPayment to Attorneys
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Who Should Receive a 1099

ÅLLC –Limited Liability Company

ÅNot necessarily a corporation

ÅCould be corporation, partnership or sole proprietor

ÅUse the current version of W-9

ÅIt has separate line for LLC
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1099 submission by District

ÅDistricts must file with the IRS to receive the 5-digit Transmitter Control Code that 
is required for this process.  Most districts should have one from last year.

ÅNew online Application for requesting a Transmitter Control Code (TCC) on IRS.gov 
Information Return Application for TCC

Å For more information, visit the FIRE System Update page
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1099 submission by District

System > Configuration > IRS Form 
1099 Submission Configuration

ÅCheck District Will Submit 1099 
File to IRS

ÅDistrict’s assigned 5-digit 
Transmitter Control Code gets 
entered into Redesign 

Å Include Contact Information
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Creating the Test File 

Å TEST File –First time electronic filers are required to submit a test file before the very 1st

submission under the Combined Federal/State reporting program

Å More information on Test Files and Combined Federal/State reporting: 

https://www.irs.gov/taxtopics/tc804

Å More information on FIRE Test System Availability: https://www.irs.gov/e-file-

providers/filing-information-returns-electronically-fire

Å Approval letter/email from IRS–must receive this approval before submitting actual file 

with state records.
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Creating the Test File

Å A test file can be generated from the 

Periodic > 1099 Extract Menu

Å Use Submission Type TEST

Note: December Posting period must be created 
for calendar year to show in drop down
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CYE – What can be done now?

Review & Verify Vendors

ÅVendors Tax ID Type (SSN or EIN)

ÅVendors ID # 

ÅVendors Type 1099  

ÅVendors 1099 Location (address)
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CYE – What can be done now?

1099 Vendor Information located under Core / Vendors

Å1099 section 

ÅLocations 
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Edit Vendor details  

Vendor Names/Addresses 
ÅName/address on W-9 form may be different than name/address for checks
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1099 Locations
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Classic

Redesign
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Options to Review 1099 Data

Å±ŜƴŘƻǊΩǎ DǊƛŘ
ÅCore > Vendors

ÅSSDT 1099 Vendor Report
ÅHome or Report Manager

ÅNoacsc 
Å1099 report
Å1099 Vendors > $600.00
Å1099 Vendors YTD Amount

Å1099 Extract Report
ÅPeriodic > 1099 Extracts > Print 1099 Report
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Vendors Grid – MORE button

Å 1099 Info
ÅType 1099

ÅTax ID Type

Å Id#

ÅDefault 1099 Location
ÅName

Å Address

Use the Report button to save your filtered grid settings
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Vendors Grid 

View the Grid details

IRS Interactive TIN/Name Matching program 
Å Optional 

Å can be used to check if SSN or EIN should be used by matching up the Name and number 
combo on the IRS interactive site for immediately verified.  

https://www.irs.gov/tax -professionals/taxpayer-identification-number-tin-matching
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Vendors Grid – Report
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Verify 1099 Data

Verify Vendors who should receive 1099s and their YTD amounts

Å Identify 1099 Vendors and non-1099 vendors

Å1099 Type

ÅVendors qualifying YTD Taxable Total
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Vendors Grid – 1099 Vendors

Use the MORE button:      Tax ID Type, ID#, & Type 1099

Use Filters:
Å Active:  =true
Å Type 1099 :   <> non 1099  (excludes non-1099 types)
Å YTD Taxable Total:   >=600

Å Use the Type 1099 to filter on a specific 1099 type (i.e. Royalty Payments).
Å Use the YTD Taxable Total to filter on amounts 

Å Use the Report button to print and/or save your filtered grid settings
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Review ‘Types’ using Vendors Grid

Use the Vendors Grid to filter Type 1099 

Å Use the Report button to save your filtered grid settings

11/22/2022 23



Grid – 1099 Vendors – Advanced Query

Advanced Query can also be used to locate 1099 Vendors
Å Active - Equals    - True

Å Type 1099 - Not equals  - Non 1099

Å YTD Taxable Total –Greater or equal –600

Å Appy Query

Å Save Query to use again if you choose
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Vendors Grid – Non 1099 Vendors

Check Non-1099 Vendors with qualifying YTD activity by filtering: 
Å Active:  true
Å Type 1099 :   = non 1099  
Å YTD Taxable Total:   >=600

Å Use the Report button to save your filtered grid settings
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Grid – Non 1099 Vendors – Advanced Query

Use Advanced Query to Review Vendors marked NOT to receive a 1099
Change Filter TYPE 1099to Equals “Non 1099” 

Change YTD Taxable Total >=600 
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SSDT 1099 Vendor Report

11/22/2022
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SSDT 1099 Vendor Report

11/22/2022

Can Modify Configure Filters to run for specified 1099 Types
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1099 Extracts Report
*

ÅPeriodic Menu > 1099 Extracts

ÅUsed to verify data prior to creating Extract File

ÅDefaults to Exclude Vendors With No Tax Id

ÅMust pick Type of Return before Print 1099 Report 
becomes available

ÅSubtotals by 1099 Type

ÅNOTE:  This report can NOT be run until the 
Posting Period for December has been created.
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Vendor Adjustments

LŦ ŀ Ƴŀƴǳŀƭ ŀŘƧǳǎǘƳŜƴǘ ƛǎ ƴŜŜŘŜŘ ƻƴ ǘƘŜ ±ŜƴŘƻǊΩǎ ¸¢5 !Ƴƻǳƴǘ

ÅView the Vendor under Core          

ÅClick on Vendor Adjustments
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Vendor Adjustments

ÅCreate a new Adjustment  

ÅEnter Adjustment info
ÅAmount can be positive or negative

ÅCheck Taxable box to update YTD Taxable Total
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Month End Closing
Proceed with closing out for the month of December

ÅEnter all transactions for the current month

ÅAttempt to reconcile USAS records with your bank(s)
ÅPerform Bank Reconciliation Procedure (link is provided in the CYE checklist)
ÅUnder Periodic menu, select ‘Cash Reconciliation’ to enter your cash reconciliation information 

for the month

ÅGenerate the SSDT Cash Summary report and the SSDT Financial Detail report
ÅThe detail report may be run for the month in order to compare MTD totals to the Cash Summary 

report for December.  Totals should match.

ÅOptional:  Run a ‘Spending Plan Summary’ Report

Å If totals agree . . . You are balanced & may proceed11/22/2022 32



Monthly Report Bundle

ÅCash Reconciliation Report for the month

ÅMonthly Balance Report

ÅCash-related Reports: Cash Summary Report / Financial Detail Report for the month / Financial Summary by Fund

ÅBudget-related Reports:

ÅBudget Summary / Budget Account Activity Report (for the month)

ÅBudget Transactions Summarized by Appropriation / Appropriation Summary Report

ÅNegative Budget Report / Negative Appropriation Account Report / Error Corrections & Supplies Distributions

ÅRevenue-related Reports:Revenue Summary / Revenue Account Activity report for the month

ÅPO-related Reports: Purchase Order Detail Report for the month / Outstanding Purchase Order Detail Report /Transaction 
Ledger-Vendor Activity / Vendor Listing

ÅDisbursement-related Reports: Detailed Check Register / Outstanding Disbursement Summary Report

ÅReceipt-related Reports:

ÅReceipt Ledger Report for the month / Reduction of Expenditure Ledger Report for the month

ÅRefund Ledger Report for the month / Void Refund Ledger Report

ÅTransfer Advance Summary / Fund to Fund Transfer Ledger Report

ÅUser Listing AOS Extract
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Monthly Report Bundle

ÅWill automatically run when Posting Period is closed.  

ÅWait until the bundle is complete before closing another month or making the next month 
current

ÅReports can be viewed under Utilities>File Archive

Å If you do NOT want report bundle to run for Posting Period
ÅNavigate to Report > Reports Bundle  
ÅDisable bundle by clicking the checkbox 

Å Individual reports cannot be deleted  - only entire monthly bundle

11/22/2022 34



Calendar Year End Closing
Generate any desired Calendar Year End Reports(i.e. Workers Comp)

Å The Proration Utility program generates a spreadsheet which may be used to 
assist in calculating premium amounts for Worker's Compensation payments.
Å Utilities > Proration Utility

Å Choose Time Period –i.e. Calendar Year To Date

Å Choose Filter –i.e.  Workers Comp    ** Must be set up prior to running proration utility

Å (ex.  Expenditure object 1%% in filter)

Å Enter File Name of your spreadsheet –i.e. Workers Comp 2022

Å Can run by Appropriation 

Å Click create to create spreadsheet

Å Enter amount to prorate incolumn B1 

Å Download file to save in excel
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Example of Proration Utility

11/22/2022
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1099 Extracts

Once all 1099 data is verified, balanced and complete . . . 
ÅDistrict runs the 1099 Extracts under the Periodic 

menu.
Å XML file - Used for printing 1099s with the Edge Software program
Å IRS format (TAP) - Used for IRS Submission
Å PDF Format - Standard PDF 
Å Reference Copies - Used printing and saving individual form types 

for reference.
Å Copy 1 - For State Tax Department
Å Copy 2 - Recipient's State Copy 
Å Copy A - Internal Revenue Service Center copy
Å Copy B - For Recipient
Å Copy C - For Payer

Å Printer/Sealer Copies - Used for direct printing. A printable form 
that contains both Copy 2 and Copy B that will be provided to 1099 
vendors. These are formatted to fit 8 1/2 X 11 Z-Fold forms only.

11/22/2022
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Calendar Year End Report Archive 

Å When 1099 Extract options are run, a copy will be sent to the File Archive > Calendar 
Year Reports Archive section.

Å Separate tab under Utilities > File Archive  

Å Please verify these files have been created.
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Calendar Year End Closing

ǒPrinting of 1099 Forms –Will be done by ITC 

ƺ .XML file is used to generate & print forms

ǒSubmission of 1099 data to IRS –Will be done by District 

ƺSubmit IRS Format 1099.TAP to IRS via FIRE
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Calendar Year End Closing

ǒClose December by clicking on        to close the December period.

ƺMonthly Reports Archive will generate automatically when the posting period is 
closed.

ƺCalendar Year End Reports Archive will generate.

ǒCreate new Posting Period for January under Core > Posting Periods

ǒMake new Posting Period for January current

ǒYou are now closed for the month and calendar year.
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Calendar Year End Report Archive 

When December is closed, reports will be generated: 
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1099-NEC and 1099-MISC Forms 

Å Generate Submission File to IRS via the Fire System

Å Generate Printed Forms
Å District notifies NOACSC that 1099 .xml file is ready to be printed.  Upload the 

file to secure file transfer that will be sent to you from fiscal@noacsc.org
Å NOACSC will send the district instructions to send a secure email attaching the 

1099.xml file to NOACSC.
Å NOACSC will upload the 1099.xml file into the EDGE Accountability software and 

generate 1099 forms to print on self-sealing forms.

Note: The submission and print files can be generated as part of the CYE Close process. They will be sent 
to the Calendar Year Reports Archive when the 1099 Extract is run. If needed, they can be 
generated/regenerated after the close process.
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1099 Submission to IRS

Å District will submit their own data 
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1099 File submitted to IRS 

11/22/2022

ÅPayment Year: choose with drop down.                                                     
(December Posting Period must be created to show current year)

ÅType of Return: Check mark one or both 

ÅOutput File Type:
ÅIRS Format (TAP) - for IRS submission

ÅSubmission Type
Å Original –to be used for the Original Submission
Å Correction –to be used for any Corrected Submissions
Å Test –to be used to test the Submission

ÅOrganization and Contact Information - Will populate from Organization & 
Configuration information

ÅPrint 1099 Report–Click to generate the 1099 pdf report(s) 

•Generate- Click to generate the selected output file type
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1099 File submitted to IRS

Å 1099 TAP File
Å Download from the Calendar Year Reports Archive or generate and save

Å The file name will reflect if district generated for just 1099-NEC, 1099-MISC, or BOTH

Å Cotton_(Demo)_Schools_1099_BOTH.tap 

Å Sign into https://fire.irs.gov/ to submit
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1099 Printed Forms

ÅNOACSC is using third party software EDGE 
Accountability to print forms
ÅGenerate .XML format
Å Transfer .XML to third party software and complete 

printing steps there
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1099 Printed Forms 

11/22/2022

ÅPayment Year: choose with drop down.                                           
(December Posting Period must be created to show current year)

ÅType of Return: Check mark one or both 

ÅOutput File Type:
Å.XML file to be used to print 1099’s. 

ÅSubmission Type
Å Original –to be used for the Original Submission
Å Correction –to be used for any Corrected Submissions
Å Test –to be used to test the Submission

ÅOrganization and Contact Information - Will populate from Organization & 
Configuration information

ÅPrint 1099 Report–Click to generate the 1099 pdf report(s) 

•Generate- Click to generate the selected output file type
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Users

Users

To see the users who currently have access to your district for USAS:

Å Click System/Users

Å{Ƙƻǿ ǘƘŜ ŎƻƭǳƳƴ 9ƴŀōƭŜŘΦ  όLŦ ȅƻǳ ŘƻƴΩǘ ǎŜŜ ƛǘ ŀǎ ŀ ŎƻƭǳƳƴ ŎƭƛŎƪ aƻǊŜ ŀƴŘ ŀŘŘ ƛǘΦύ

ÅCƛƭǘŜǊ ǘƘŜ ŎƻƭǳƳƴ 9ƴŀōƭŜŘ ǘƻ ΨǘΩ

Å Click the report button

Å All users listed should be your current users.  If not, please notify NOACSC to update accordingly.

Å The user emis_sif is the link between the data collector and USAS; it needs to stay.

Å¢ƘŜ ǳǎŜǊ ǊŜǉψǳǎŜǊ ƛǎ ǳǎŜŘ ŦƻǊ bh!/{/Ωǎ ǊŜǉǳƛǎƛǘƛƻƴ ǎȅǎǘŜƳΤ ƛǘ ƴŜŜŘǎ ǘƻ ǎǘŀȅΦ
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1099 Forms

Submit 1099’s to NOACSC by January 13th for printing
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Questions ?

Contact us:  fiscal.support@noacsc.org
419 228-7417 Option 3
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