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State of Kansas
How to set 1099 withholding indicators on POs
Statewide Management, Accounting and Reporting Tool
	Date Created:
	April 21, 2015

	Version:
	V.1.0.

	Reason for Job aid 
	What steps need to be taken in SMART to set 1099 withholding indicators on POs?
This job aid will provide the following:

1. Instructions to set 1099 withholding indicators on POs.


	1. Setting 1099 withholding indicators on POs

	1.1
	NOTES
	· If the vendor is marked reportable in the vendor table, the withholding box on the PO is automatically checked.  
· When entering POs, the withholding box should be unchecked for any PO line that is not reportable (for example, supplies) to ensure the 1099 reporting information is correct.
· Please note, if you have reportable and non-reportable items on the same PO, you will need to enter a separate PO line for each reportable or non-reportable item.  

· If the PO lines are entered correctly, the 1099 information on the voucher will be correct when the PO is imported into the voucher and saved.  



	1.2
	Navigation: 

From the Maintain Purchase Order page in SMART,  click the Line Details icon for each line that needs to be corrected.
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	1.3
	The ‘Details’ page displays.  Click the triangle next to ‘Item Information’ to expand the section. 
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	1.4
	To add withholding, select the ‘withholding’ box.  To remove withholding, de-select the ‘withholding’ box.
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	1.5
	Choose the withholding code by clicking on the magnifying glass.
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	1.6
	Click the ‘OK’ button and ‘Save’.
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