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Correcting Information Returns Overview

If you filed an Information Return with the IRS and later discover you have made an error on it, you
must:

e Correct it as soon as possible
e Furnish statements to recipients showing the correction
¢ File the correction with the IRS

The steps required to correct an error depend upon the type of error.
Type 1 Error

Only requires 1 return to make a correction: CORR(G). Also referred to as a 1-Transaction error, Type
1 Errors include:

Incorrect money amounts

Incorrect distribution code(s)

Incorrect check boxes

A return was filed when one should not have been filed.

Type 2 Error
Requires 2 returns to make the correction.

1. Identifying return CORR(G) original return with dollar amount as zero
2. Correcting return CORR(C) correct/replacement return

Also referred to as a 2-Transaction error, Type 2 Errors include:

No payee TIN (SSN, EIN, QI-EIN, ITIN)
Incorrect payee TIN

Incorrect payee name

Wrong type of return was filed

(Effective reporting year 2019, payee address changes no longer require a correcting
return to the IRS. Simply print and mail the return to the new payee address without
making changes in Account Ability and without checking the printed flag)
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Payer Information Error

If you discover an error in reporting the payer (not recipient) name and/or TIN, you must:

1. NOTE: Please contact OFM Help Desk at HereToHelp@ofm.wa.gov first. You will need the
Transmitter Control Code (TCC) we used to transmit your original information returns.

2. Write a letter to IRS/IRB containing the following information:

The name and address of the payer

Type of error (including the incorrect payer name/TIN that was reported)
Tax year

Payer TIN

Transmitter Control Code (TCC), if applicable

Type of return

Number of payees

Filing method (paper, electronic)

Was Federal income tax withheld?

Send the letter to:

Internal Revenue Service
Information Returns Branch

230 Murall Drive, Mail Stop 4360
Kearneysville, WV 25430

IRS will contact you with further instructions
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1099 Reporting (Account Ability) Correcting Error Type 1 CORR(G)

Correcting Error Type 1 — CORR (G)

Also referred to as a 1-Transaction error, Type 1 Errors include:

Incorrect money amounts

Incorrect distribution code(s)

Incorrect check boxes

A return was filed when one should not have been filed.

(Effective reporting year 2019, payee address changes no longer require a correcting
return to the IRS. Simply print and mail the return to the new payee address without
making changes in Account Ability and without checking the printed flag)

1-Transaction errors require only one return to make the correction. Account Ability uses the
CORR(G) check box to indicate a 1-Transaction correction

1. Email OFM that you have 1099-NEC or 1099-MISC Reporting Corrections

If you have 1099 corrections to process, email the OFM Help Desk at
HereToHelp@ofm.wa.gov.

Please use the following email template to submit your 1099 corrections request.
Please enter your agency code in place of AGY CODE. Please enter your agency name in
place of AGY NAME.

Please enter in the AGY CODE - AGY NAME Needs Correction Client 20XX
Subject line of the

email
Please create a Correction Client 20XX for AGY CODE - AGY
Please enter in the NAME.
Body of the email 1.) Our Agency has 1099-NEC corrections to process for 20XX’s
information returns.
OR

2.) Our Agency has 1099-MISC corrections to process for 20XX’s
information returns.

OFM Help Desk will create a service request number and you will be notified. Please use
this service number to communicate with OFM IT any questions relating to the specific 1099
correction(s).
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1099 Reporting (Account Ability) Correcting Error Type 1 CORR(G)

OFM IT creates a Correction Client in Account Ability that will allow your agency to make
1099 corrections.

Account Ability maintains each filer's corrected returns under a distinct Client ID. When the
Corrected Returns Only indicator, located on the General page of the client's master, is
checked, the client is regarded as a Correction Client and all of the client's Information
Returns are regarded as correction returns. The CORR(G) and CORR(C) check boxes
appearing at the top of each Information Return's user interface will be enabled if, and only
if, the client is a Correction Client.

2. OFM IT will create a Correction Client in Account Ability & communicate to the requesting
agency the Correction Client ID created. Agency will then be able to make corrections in the
Correction Client.

The Correction Client that OFM IT created will be used for all of the selected client's
correction returns for that reporting year.

NOTE: Account Ability displays the Correction Client's ID in green.

i Client (Filer, Entity) Management O Ed
) A Clhent ID Mame of Filer or Entity | Taspayer 1D | Year | ~
Total Chients (138 % [[2¢4802m8 MILITARY DEPARTMENT 916001035 | 2018
dh Mew.. 24502019 MILITARY DEFARTMENT 91-5001095 | 2016
2] Edit.. 27502018 PUBLIC EMPLOYEE RELATIONS COMM. 910950510 | 2016
@ Delete.. I 27502019 | PUBLIC EMPLOYEE RELATIONS COMM. 910950510 | 2018
30302018 WASHINGTON STATE DEPT OF HEALTH 911444503 | 2018
&y Copy... WASHINGTON STATE DEPT OF HEALTH 911444603 | 2018
BEH Active Farms... 303C2018  |WASHIMGTOM STATE DEPT OF HEALTH 91-1444602
= e 0502015 DEPARTMENT OF VETERANS AFFAIRS 910969074 | 2016
, 30502019 | DEPARTMENT OF VETERANS AFFAIRS 910963074 | 2016
dl, Active Users.. 30702018 | DEPT OF YOUTH & FAMILIES 823847397 | 2018
30702019 | DEPT OF YOUTH & FAMILIES 823847397 |2ms |,
Reports
Import/Export ¥ ﬁlﬂ Client 1D: | _F,: Select | 1 Release ‘ tﬂ] Help |

OFM IT will create the Correction Client ID using the 4" digit of the existing 8-characters
Client ID format to designate the Correction Client for specific tax reporting calendar year.
For example, the current Client ID is as follow for the Department of Corrections (DOC):
310C20XX

“310” is DOC agency code
“0” is DOC agency suffix code

“20XX” is the tax reporting calendar year.
Your Correction Client would be created as 310C20XX.
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1099 Reporting (Account Ability) Correcting Error Type 1 CORR(G)
3. Agency Open the Returns to be corrected

a) Double-click the Correction Client's ID

b) Open the Information Return to be corrected (1099-NEC or 1099-MISC) & input

agency forms password.

Client 303C2018: 1099-MISC X

'assword required

|iiiiiiii|

[]:4 | Caticel

4. Agency enters Corrections
a) Select New from the File menu

B ACCOUNT ABILITY - Tax Form Preparation for 201!
OrderBy Security  Tools Module Pre
] Edit Filer "303C2018"

‘ User Informaticn Ctrl+U
B Locate... ! F5
= [Nelete... Ctrl+Del
2 Totals =]

b) Check the CORR(G) check box

EH 1099-MISC - 303C2018

o e
Q Mew.. r [T CORR(C) [# Efile | 1096 [~ Printed COR}
FAYER'S name, strest gddress, oity, state, ZIF code, and - 1 Rents OMEB Mo. 1545-0115
WASHINGTCN STATE DEPT OF HEALTH £0.00 .
OFFICE OF FINANCIAL SERVICES _ 2018 Miscel
PO BOX 47301 2 Royaits
OLYMPIL WA 98504-7901 £0.00

1099-MISC

c) Click the Locator icon Edisplayed directly after the TIN Type field in order to locate
the return to be corrected.

B New r
SAYER'S name, street address, city, state, ZIF code, and telep

] [T CORR(C) ¥ Efle W

WASHINGTON STATE DEPT OF HEALTH §0.00
OFFICE OF FINANCIAL SERVICES
PO BOX 47901 2 Roysims

OLYMPIA WA 98504-7901 $0.00
360-236-3951/JULIANNA LLOYD §$0.00
SAYERSTIN TIN Tyd RECIFIENTS TIN % Fishing boat proceeds

91-1444603 EIN "= $0.00
TS ——— T =
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1099 Reporting (Account Ability) Correcting Error Type 1 CORR(G)

d) Enter the search information in the Search Characters field.

& Mew = ounin B SORR G F CARREY B

E e | ocate the return to be comected..

EFT OF CORT Sesch Charsclers Search By
L ISSR PRCHE [Hame
BOX 41107
OLEFETR WA 3 Hame [ 1D# |Mame Contiol] 1
|_[STEVENS JEREMY 418
Telepnone: 3 |-|3TORDAHL GARY 118
EERE s || Shreng Krishna 152 &
§1-114211 |_|TACOMS EMERGENCY CAREPHYSICL 211
S TAYLOR RICHARD L 113
R 4
|_| TAYLOR MADE RECOVERY LLC 120
| |TEDALLC 121
et aidreas _| TERMINE INTERMNATIONAL CO LF 38
|| TERRY COPELAMD PHD 3z
TUADDC AMMBLICSICWC LI T D 173

e) After locating the return, click the Type 1 button.

@ New = vnin F CORR R T CORR )
e | ocate the return to be corrected...
ADnggFP;EgI-{l: Search Characters Search B
PO 50X 4110° Iahor lans [Mare
OLTHFIA WA Hame [ io# [Name Contral
_[STEVENS JEREMY 418
Telephone: 2 _|STORDAHL GARY 118
FER T raea o || Steng Kristina 152
51-114211 |_|TACOMA EMERGENCY CARE PHYSICL n
TAYLOR RICHARD L 119

TAYLOR LAW GROUP PS
| TAYLOR MADE RECOWERTY LLC 120
_|TBDALLC 121
Street adare _[TERMIMIINTERNATIOMAL CO LP am
_|TERRY COPELAND PHD g2
| | THARPE AMD WESLEYS LLC 2 122
Tope 1 | Type 2 |
= 1 BumEsg
T Ll ] | T L T 41" . 1

f) Once the Type 1 is clicked, the original return is displayed with the CORR(G) indicator

checked. Simply enter and save your corrections.

6|Page



1099 Reporting (Account Ability) Correcting Error Type 1 CORR(G)

5. After all corrections have been entered, print and mail all recipient copies
a) Select “Print Forms for Selected Record...” from the File menu.

E ACCOUNT ABILITY - Tax Form Preparation for 20

Order By Security Tools Module P
Edit Filer "303C2018"

‘ User Information Ctrl+U
g New Ins
E Locate... F5
= Delete... Ctrl+Del
2 Totals =]
Qﬁ Import 4
513 Export...

Backup...

Restore...
&3 Electronic Reporting... Ctrl+E

[ Simple EFile Instructions

E Customize...

=55 print Eorme Cirl+F
20 Print Forms for Selected Record...  Ctrl+dlt+F
“=F Print and Mail...

b) Choose PDF & click OK

Client WTSL7F306130&/ Adobe POF

Type: Ctrie Universal Printer
Where:  Chent\WTSL7F061308\Adobe POF
Comment: Auto Created Client Printer WTSL7F206130

 Faper Onentation
Size: | Letter -] & Portrai

Source: | Automatically Select | " Landscape
Metwork... 0K I Cancel
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1099 Reporting (Account Ability) Correcting Error Type 1 CORR(G)

c) Check the “Copy B for Recipient” & “INSTRUCTIONS” boxes & click print.

GDI Print Options 7 [ x ||
[~ Targel Prirter T
Printes: Chent/WTSL7F3061308/Adobe .. NOT BATCHED
Server: LOCAL
Port; Chent\WTSL7F306130M\Adobe PL
Location: (NO CLIPPING)
Cliert Infoemation

Chent 1D:  310C2016

Nare: DEPT OF CORRECTIONS [CAPITAL/HQ)
Contsct:  ALISSA PACHECO

Telephone:  360-725.8261

Designated Foims -

[~ Prepmnted 1093 MISC ¥ Fed Copy & 0.00 0.00
[ Copy B for Recipient 7 INSTRUCTIONS;
[~ Copy C for Payer I= INSTRULCTIONS
I= s o3

M Cara 1 fee Clada

6. Notify OFM IT of Corrections made in Account Ability

Use the service request ticket that OFM Help Desk created and notify OFM IT of Corrections
completed in Account Ability.

7. OFM IT will electronically file your 1099 corrections

OFM IT will append the CORR(G) transactions to the IRSTAX file. The resultant IRSTAX file
should be transmitted to the IRS FIRE System as a Correction file.

8. OFM IT will notify you when the file has successfully been e-filed then lock the correction
client in Account Ability.
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

Correcting Error Type 2 — CORR (C)

Also referred to as a 2-Transaction error, Type 2 Errors include:

No payee TIN (SSN, EIN, QI-EIN, ITIN)
Incorrect payee TIN

Incorrect payee name

Wrong type of return was filed

(Effective reporting year 2019, payee address changes no longer require a correcting
return to the IRS. Simply print and mail the return to the new payee address without
making changes in Account Ability and without checking the printed flag)

2-Transaction errors require two returns to make the correction, an IDENTIFYING return and
a CORRECTING return. Account Ability uses the CORR(G) and CORR(C) check boxes to
indicate the IDENTIFYING and CORRECTING returns, respectively. The IDENTIFYING
transaction is simply the original return with the CORR(G) indicator checked and all dollar
amounts set to ZERO. When IRS receives the IDENTIFYING and CORRECTING returns,
the original is matched against the IDENTIFYING return and replaced with the
CORRECTING return.

1. Email OFM that you have 1099-NEC or 1099-MISC Reporting Correction

If you have 1099 corrections to process, email the OFM Help Desk at
HereToHelp@ofm.wa.gov.

Please use the following email template to submit your 1099 corrections request.
Please enter your agency code in place of AGY CODE. Please enter your agency name in
place of AGY NAME.

Please enter in AGY CODE - AGY NAME Needs Correction Client
the Subject line 20XX

of the email
Please create a Correction Client 20XX for AGY CODE
Please enter in - AGY NAME.
the Body of the
email 1.) Our Agency has 1099-NEC corrections to process

for 20XX’s information returns.

OR
2.) Our Agency has 1099-MISC corrections to process
for 20XX’s information returns.
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

OFM Help Desk will create a service request number and you will be notified. Please use this
service number to communicate with OFM IT any questions relating to the specific 1099
correction(s).

OFM IT creates a Correction Client in Account Ability that will allow your agency to make 1099
corrections.

Account Ability maintains each filer's corrected returns under a distinct Client ID. When the
Corrected Returns Only indicator, located on the General page of the client's master, is
checked, the client is regarded as a Correction Client and all of the client's Information Returns
are regarded as correction returns. The CORR(G) and CORR(C) check boxes appearing at the
top of each Information Return's user interface will be enabled if, and only if, the client is a
Correction Client.

2. OFM IT will create a Correction Client in Account Ability & communicate to the requesting
agency the Correction Client ID created. Agency will then be able to make corrections in the
Correction Client.

The Correction Client that OFM IT created will be used for all of the selected client's
correction returns for that reporting year.

NOTE: Account Ability displays the Correction Client's ID in green.

& Client (Filer, Entity) Management O *
_ i, Client 1D | Mame of Filer or Entity | Taupayer ID | Year | A
Total Chients (1353 “ (24502018 | MILITARY DEPARTMENT 316001095 2018
g MHew.. 24502019 |MILITARY DEPARTMENT 91-6001095 | 2018
] Edit.. 27502018 |PUBLIC EMPLOYEE RELATIONS COMM. 91-0950510 | 2018
@ Delote... s 27502019 |PUBLIC EMPLOYEE RELATIONS COMM. 91-0950510 | 2018
30302018 |WASHINGTOM STATE DEPT OF HEALTH 911444603 2018
& Copy.. 30302019 |WASHINGTOM STATE DEPT OF HEALTH 911444603 2018
BB Active Forms... 303C2018  [WASHINGTOMN STATE DEPT OF HEALTH 511444603
= e 30502018 | DEPARTMENT OF VETERANS AFFAIRS 91-0959074 | 2018
) 30502019 | DEFARTMENT OF VETERANS AFFAIRS 91-0953074 | 2018
ol bictive Users... 30702018 |DEPT OF YOUTH & FAMILIES 82-3947397 |2m1g
30702019 |DEPT OF YOUTH & FAMILIES 82-3847397 2mig |,
HRepoits

Import/Export ¥ ﬁﬂ Client D ~ Select | _'|Be|ease| m Help |

OFM IT will create the Correction Client ID using the 4" digit of the existing 8-characters
Client ID format to designate the Correction Client for specific tax reporting calendar year.
For example, the current Client ID is as follow for the Department of Corrections (DOC):
310C20XX

“310” is DOC agency code
“0” is DOC agency suffix code

“20XX” is the tax reporting calendar year.
Your Correction Client would be created as 310C20XX.
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

3. Agency Open the Returns to be corrected

a) Double-click the Correction Client's ID

b) Open the Information Return to be corrected & input agency forms password.

Client 303C2018: 1099-MISC *

azsward required

|iiiiiiii|

ak. | Cancel

4. Agency Enter your Corrections

a) Select New... from the File menu

[E ACCOUNT ABILITY - Tax Form Preparation f

OrderBy Security Tools || Module
] Edit Filer "310C2016"

Locate...

= [elete... Ctrl+
2 Totals
W' Save
- T e

b) Check the CORR(G) check box

=£1099-MISC - 310C;

x|

CORRECTIONS

[T CORR(C) [ Efile [ 1096 [ Printed
TFents OMB No. 15450115
ALISSA PACHECO Miscellaneous
PO BOX 41107 2 Reyaite: Income
OLYMPIA WA 98504
1099-MISC
3 Othar incon F ncome tax withheld
Telephone: 360-725-8261 $0.00
FAYER'S Federal ID Mumber TIN Tye= RECIFIENTS 1D Numbe: = 1 = =th care
91-1142111 SSN - | =] $0.00
RECIFIENT S name TANE mplcy e G Subsbiute payments
CTRL
£0.00
ot address AET. Can rance proceed
50.00
City State | Zip Cox Zip Ext 12
B-Motices
Aooount = FATCA |Foregn| CF. USFE OF | 2nd TIN|12 Excess g G oceeds o atlome: ;
r r s0.00 @ &
3 Secbon 4034 deferals Section 409A oo Stat e #1 1D tax withhekd 18 State 1 ncome
$0.00 $0.00
$0.00 £0.00 = SE== D T e S 2 roee
$0.00 $0.00
E-Mail Adding
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

¢) Click the Locator icon Edisplayed directly after the TIN Type field in order to locate

the return to be corrected

B MNew.. r W Efile ¥
SEYER'S name, strest address, oity, state, ZIF cods, and te
WASHIMGICH STATE DEPT CF HEALTH £0.00
CFFICE CF FINAMNCIAL SERVICES
PC BOX 47901 2 Reyalbes
OLYMPTIZ W& 98504-7901 £0.00
3 Other income
360-236-3951/JULIANNAE LLOYD £0.00
SEYER'S TIN TIN Tyge RECIFIENTS TIN £ Fishing boat procssds
91-1444603 EIN + E £0.00
JECIFIENTS name NAME |7 Monemployes compensation
1T oTRL
£0.00
Strest address AFT. Fayer made dect sakes

d) Enter the search information in the Search Characters field

@, Mew - N & CORRGY T CNRE G 4
[Tt | ocate the return to be comected...
X Eggsispiﬁ? Sesch Charscters Sesech By
L =44 M
BOX 41107 NS [Hame
QLGEIA WL 3 Mame | D# |Name Conticl| 1
| |STEVEMS JEREMY ng
Telephone: 3 ||STORDAHL GARY 18
[FETERT FegeaT o W | [ Srong Kiistna 152 +
§1-114211 |_|TACOMA EMERGENCY CARE PHYSICL 211 i
TAYLOR RICHARD L 13
RECIFIE S nama } TEYLOR L GROUP PS 470

TAYLOR MADE RECOVERY LLC 120

|_[TEDALLC 121

# _| TERMINI IRTERMATIONAL CO LP 38
_| TERAY COPELAMD PHD g2

TUADDE AMMICSI CWE 11 F 3 197
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

e) After locating the return, click the Type 2 button. When Type 2 is selected, the

IDENTIFYING transaction CORR(G) is created.

Iyl Locate the return to be corrected...

Ak Search Characters

;- Jatom
: Hame
_|STEVENS JEREMY
= |_|STORDAHL GARY
7 | 5tong Krstina
El TACOMA EMERGENCY CARE PHYSICI,

| TAYLOR RICHARD L

TAYLOR LAw GROUP PS B
| T4YLOR MADE RECOVERY LLC
_|TeDaLLe

_| TERMINE= INTERMATIONAL CO LP
_|TERRY COPELAND PHD
|| THARPE AND WESLEYS LLC 2

Type 1 Type 2

T T 1 !

d) Click Yes to create the CORRECTION transaction CORR(C)

wo Transaction Correction Set

~ TheIDENTIFYING transaction has been successfully created.
' Do you want a CORRECTION tramﬁtton to be created?

| Yes I | No |

! I EI A | A

& A CORRECTION transaction has been created but not posted.
V' Make your changes to this transaction before posting.
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

h) Enter and save your changes on the CORRECTING CORR(C) transaction

The IDENTIFYING transaction is simply the original return with the CORR(G) indicator

checked and all dollar amounts set to ZERO.

= 1099-MISC_310C2016 -

= O
@, new.. [T vOD [~ CORR(G) [ CORR(C) F Efle 1096 [ Printed
[FEVER S name, strest a00ress. oy, 51318, 2IF Cooe, and 1SSpnane nUmoer T Hents OMB No. 1545-0115
DEPT OF CORRECTIONS (CAPITAL/HQ) $0.00
ALISSA PACHECO . Mi
PO BOX 41107 < ROyt
OLYMPIA WA 98504 $0.00
1099.MISC
2 Uthed Ncome 4 Faderal noome 1ax withheld
Telephone: 360-725-8261 §0.00 $0.00
[FEVER S Faceral 1D Humber TIM Typa RECIFIENT § 10 Namber ¥ Fighing boat procesds 3 Medical ang health Care 0O
91-1142111 EIN « | = [ $0.00 $0.00
RECIFIENT & name RANE |7 Nonempioye comeensalon |5 SLDSLLIIE pRyments
CTRL
$0.00 $0.00
Stresl acdress AFT. |3 Payer made direct sales of |10 Crop insurance proceeds
203 4TH AVENUE E SUITE 407 32000 or more of consumer
products to a buyer §0.00
(recipeent) for resale = |_
Lty tate | Jp Code | Jp Exi
OLYMPIA WA | 98501
(ASodunt Numbes FATCA |Foregn | CFSF | USFS DF | 2nd TIN 13 Excess golden pararchute 14 Geoas prooteds 10 atlomey
r|r r $0.00 §5,000.00
O O

Q ID#2 [T VoD W CORR(G) [T CORR(C) [ Efle W 1096 [~ Printed CORRECTIONS
EAYER'S name, street address, city, state, ZIF code, and telephone number 1 Rents OMB No. 1545-0115
DEPT OF CORRECTIONS (CAPITAL/HQ) $0.00 N
ALISSA PACHECO 2016 Miscellaneous
PO BOX 41107 Type 2 Z Royaities Income
OLYMPIA WA 98504 §0.00
Error: 1099-MISC
[T Other income 4 Federal mcome tax withheld
Telephone: 360-725-8261 $0.00 $0.00 &
FAYER S Federal ID Number TIN Type RECIFIENT & 1D Number % Fishing boat procesds G Medical and health care
91-1142111 EIN - £0.00 $0.00
RECIEIENT S name HEMNE |7 Nonempicy fenzaton |8 Ay
TAYLOR LAW GROUP PBS CTRL
£0.00 £0.00
Street address AET. |3 Payer made drect sales of 10 Crop insurance procesds
203 4TH AVENUE E SUITE 407 $5000 or more of consumer
products to a buyer $0.00
(recipient) for resale => ||
Tity Stale | Zp Code |Zp B,
OLYMPIA WA | 98501
Account number FATCA | Foreign | CFSP | USPS DF |2nd TIN|13 Excess golden p h 14 Gross p ds to attorney
r|r r £0.00 so.00 (@ & e
152 Secton 403A deferrals 50 Section 403A income State 1 [17 State #1 1D number 16 State 1 tax withheld 12 State 1 income
$0.00 $0.00
§0.00 §0.00 State 2 |17 State 82 |0 number 18 State 2 tax withheld 12 State 2 income
$0.00 §0.00
E-Mail
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

5. After all corrections have been entered, print and mail all recipient copies.
a) Select “Print Forms for Selected Record...” from the File menu.

T | EditFiler "310C2016"
‘ User Information Ctrl+U
&' New Ins
v= Locate... 5
= Delete... Ctri+Del
Z Totals F9
v Save
X Cance
rr;l.j Import b
P Export... Ctr+X
Backup...
Restore...
Z:Z-___.__ - = {
w3 Electronic Reporting... Ctri+E

[7] simple EFile Instructions

E Customize...
:Eﬂ Print Forms... Ctrl+F

i‘} Print Forms for Selected Record... Ctrl=Alt+F
= - - —

b) Choose PDF & click OK

Print Setup “

— Printer

(YIS (Cliert,/W T SL7F 3061308/ Adobe PDF Properties... !

Status: Ready

Type: Citrix Universal Printer

Where:  Client\WTSL7F306130\Adobe PDF
Comment: Auto Created Client Printer WTSL7F306130

— Paper Orientation
Size: ILetter LI % Portrait E
Source: |Autornatica1ly Select ﬂ " Landscape i

Network.__ | [ ok ] canea ||
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

c) Check the “Copy B for Recipient” & “INSTRUCTIONS” boxes & click print.

ll GDI Print Options

L_ — Target Printer
Prirer: Client AT SL7F3061308/4dobe ... NOT BATCHED
Server: LOcaL
Port: Client\W/'T SL7F3061 30\ Adobe PL
Location: [MO CLIPFING]

— Client Information
Client ID:  310C2016

M anme: DEPT OF CORRECTIONS [CAPITAL/AH@)
Contact: ALISSA PACHECOD

Telephone:  360-725-8261

r— Designated Forms
[~ Prepinted 1093MISC F Fed Copy &
v Copy B for Recipient v (iNSTRI 5
[~ CopyC for Payer = | INSTRUCTIONS
|

[~ Copy 1 for State
[~ Copy 2 for Recipient's State Betun I~ IMSTRUCTIONS

|l [~ Pressure Seal

[~ Summary 1096 ™| Inte Copy 0.00 0.00

[~ Mark as printed [T 584 Sppraved

[~ Tiuncate Tazpayer D Numbers [ SINGLE RECORD |
 Messages

v |4 e | oese | Elhep| O
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

Vendor A
[X] CORRECTED (If checked)
PAYERS name, stroet acdress, oty of town, stale or province, country. 1 Rerts OMB No 15450118
ZIP o foregn postal code. and islephone no.
DEPT OF CORRECTIONS (CAPITAL/HQ) $ 0.00 01 6 Miscellaneous
ALISSA PACHECO 2 Royoies > Income
PO BOX 41107
OLYMPIA WA 98504 $ 0.00 |rem1099-MISC
3 Omer income 4 Fodersd income tax withhwid
$ 0.00 |§ 0.00 COpy B
| Telephone: 360-725-8261 §  Fiohey bool proceeds 6 Mecical and health care
PAYERS Federal idontifcaon mumber RECIFENT'S idersfication number Parments For R.Cfp'ent
91-1142111 $ 0.00 |$ 0.00
RECIENT'S name, street address, oty of lown, Stale Of prOVINGS, COUY, T Noowo « waton | 8 Substa Tenes in beu This is important tax
and ZIP or toregn postal code kBataia of a,:aoa::: Interest Information and 15
being fumished to
$ 0.00 $ 0.00 the Interal Revenue |
9 Payer made dvect sakes of 10 Crop insurance proceeds Service. If you are
$6,000 o+ mor of consumer required to file a
TAYLOR LAW GROUP PS K"":"‘:""“’k: "’:":_ w0 s 0.00 | retum, anegigence
203 4TH AVENUE E SUITE 407 " - 12 - P""';’(;Y or °f':e'
OLYMPIA WA 98501 \mp0sed on Yo
this Income s
taxable and the IRS
13 Excoss golden parathue 14 Groos proceeds pald 1o determines that it
Account number (see Inutnacbons) FATCA Sirg payments an afamey has not been
et 0.00 | 0.00 feporied
160 Sotion 100 0w 16 ¢ o 16 State tox withheld 17 StatePuyers state no 18 State income
i Sed i lorals Somon ncome -s____——_-___—o-_o_o -------------------- s_ _______ _0 _._0_0_
$ 0.00 |$ 0.00 |$ 0.00 $ 0.00
Form 1099-MISC Department of Be Tresaury - Intemal Reverue Service

[0 CORRECTED (if checked)

PAYER'S name, street address, city or town, state or province, cournry, 1 Rarts OMB No. 15450115
2P of horeign postal code, and telephons ro
DEPT OF CORRECTIONS (CAPITAL/HQ) $ i -|1 6 Miscellaneous
ALISSA PACHECO 2 Royaes e Income
PO BOX 41107
OLYMPIA WA 98504 3 Feem 1099-MISC
3 Other incoma 4 Federal income tax withheld
$ $ Copy B
Telephone: 360-725-8261 B Fishig Lot procesds 6 Medical o Bealh eaie
PAYER'S Federal wieniiication numier RECIPENT'S identification number ] payments For Raciplm‘
91-1142111 ] $
RECIFINT'S nomna, SiFnat Sckimes, Sy O o, Sty or Prosinas, Soumiry T Honempioyes compeneation | B Subestute payments in ey This is important tax
and ZIP or foreign postal code of dividends of inbenest information and is
$ 3 being fumished to
the: Intemal Revenue
8  Payer made drect sales of 10 Crep inaranos procesds Semvice, If you are
;Lﬂ:‘;:’;;""““"“ required to file a
C.R. TAYLOR LAW PS retum, a negligence
o \
203 4TH AVENUE E SUITE 407 e = fz penalyor otner
OLYMPIA WA 98501 imposed on you if
this income IS
taxable and the IRS
13 Eucess golden parsthule 14 Gioss proceeds paid 1o delermines that it
Account number [see nsincions) FATCA Mg payments on plormey has nol been
rmﬁm $ $ 5000.00 reported
- 16 Siale tax wilhheld 17 SwtePayers siabe no. 18 State ncome
153 Section 4054 deferrals 15b  Section 40%4 income $ $
$ $ s s
Form 1098-MISC Diepartment of the Treasury - Inbemal Reverue Service
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1099 Reporting (Account Ability) Correcting Error Type 2 CORR(C)

6. Notify OFM IT of Corrections made in Account Ability

Use the service request ticket that OFM Help Desk created and notify OFM IT of Corrections
completed in Account Ability.

7. OFM IT will electronically file your 1099 corrections
OFM IT will append the CORR(G) and CORR(C) transactions to the IRSTAX file in two
steps - first the CORR(G) transactions, next the CORR(C) transactions. The IRSTAX file

should be transmitted to the IRS FIRE System as a Correction file.

8. OFM IT will notify you when the file has successfully been e-filed then lock the correction
client in Account Ability.
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1099 Reporting (Account Ability) Adding Additional 1099 not included
in Original E-file

Add Additional 1099 not included in original E-Filing

1.

If you have additional 1099 forms to add, email OFM Help Desk at
HereToHelp@ofm.wa.qov.

Please use the following email template to submit your 1099 additions request. Please
enter your agency code in place of AGY CODE. Please enter your agency name in
place of AGY NAME.

Please enter in the AGY CODE - AGY NAME Needs to add additional 1099-NEC
Subject line of the or 1099-MISC to 20XX Client
email

Please unlock AA20XX_PR Client for AGY CODE - AGY
Please enter in the NAME to add additional 1099 form.

Body of the email
1.) Our Agency has missed reporting 1099-NEC form(s) in our
original filing.

OR

2.) Our Agency has missed reporting 1099-MISC form(s) in our
original filing.

OFM Help Desk will create a service request number and notify you of the service
request number. Please use this service number to communicate with OFM IT any
guestions relating to the specific 1099 additions.

OFM IT will unlock the client in Account Ability & notify the requesting agency that it is
available.

Note: OFM IT set e-file indicators. When the e-file indicator is checked, this client is
ready to be included in the next e-file

Note: OFM IT clear print indicators. When the printed flag is unchecked, this allows
the agency to print the selected 1099 form(s).

Agency add/print/mail the additional 1099 form(s)

a) New - When you are adding a “New” 1099 form(s), the Efile and 1096 indicators
default as checked. Please ensure that these two indicators stay checked. The
checkmark for the Efile and 1096 indicator is a flag for OFM IT to include the returns
in the next e-file.

b) TIN Type — Please ensure that you have selected the correct TIN type
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1099 Reporting (Account Ability) Adding Additional 1099 not included
in Original E-file

c)

d)

f)
9)

h)

Recipient’s ID Number — Please ensure that you have nine digits information in this
field

Name Line 1 — In Account Ability, enter the Last Name first and then First Name.
For example, if the recipient name is Mary Smith, enter in Account Ability as Smith
Mary.

Address Line 1 — Ensure that you enter an address in Address Line 1
Enter amount in correct IRS box

Click Save [F8] — when you see a pencil, Account Ability is indicating that you need
to save the changes. Click on the green checkmark to save any changes.

Print Forms for Selected Record - please always PDF print, save the PDF to your
local secure folder, and print the PDF from that secure folder. If you do not have
Adobe PDF or CutePDF, please contact your Agency IT for assistance.

If you received the following error upon selecting Print Forms for Selected Record,
you will need to clear the Printed flag and try again.

in
|
1}
1
1

RECIPIENTS ID Number |5 Fishina boat procesd

IQI The selected record has been marked "Printed”

You must reset the "Printed” indicater and try again.

0K y

ST |

4. Agency Notify OFM IT of Additions made in Account Ability

When you have added all the additional 1099 forms, please use the service request
assigned to your request to notify OFM IT that you have completed your additions.

5. OFM IT will electronically file Agency’s 1099 additions in the next scheduled e-filing.

6. OFM IT will notify you when the file has successfully been e-filed then lock the client in
Account Ability.
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