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Tips for GoToMeeting

1. Controls appear when the mouse is moved onto the G2M window
2. Slider resizes the viewing canvas versus the attendee’s area
3. Chat bubble allows for  questions
4. Camera and zoom controls for screenshots or a closer look
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What’s new?

Who receives a 1099-R

Tools

1099-R Reporting Information

1099-R Balancing 

1099-R Adjustments

1099-R Processing

What Will We Cover?



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

Recipients of distributions from:
Profit-sharing or retirement plans.
Any individual retirement arrangements (IRAs).
Annuities, pensions, insurance contracts, 
survivor income benefit plans.
Permanent and total disability payments under 
life insurance contracts.
Charitable gift annuities, etc.

Who Receives a 1099-R?
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Tools

Human Resources  Help Reference 
Library – Year End Processing

HR-575 Email Electronic Tax Forms to 
Employees

HR-635 Email W2, 1095C, 1099R

HR-650 1099-R Processing

Release Notes 

HR-660 IRS Instructions for Form 1099-R

https://www.irs.gov/pub/irs-pdf/i1099r.pdf
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1099-R Reporting Information

1099-R Wages are set based on the Base 
Bucket Table

1099-R Deductions are set based on

The Cost Code Table

Employee Maintenance – Payroll Tab

Year End Processing –
List of Cost Codes by W2/1099-R Box

Report Library  Paychecks Other  #6755 List of Cost Codes by W2/1099R box 
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Base Bucket Table
Human Resources  Tables  Base Buckets
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Cost Code Table
Human Resources  Tables  Cost Code Table
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Year-End Processing  List of Cost Codes by W2/1099R Box

Verify Cost Codes by 1099R Box
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Human Resources  Year-End Processing
1099-R Register Report

1099-R Register by Warrant

Form 945 – Federal Annual Report

1099-R Balancing
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Balance by Employee

11

Human Resources Year-End Processing  1099-R Register  Report
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Balance by Warrant

12

Year-End Processing  1099-R Register  by Warrant Report
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All 1099-R adjustments are processed through 
payroll manual checks or timesheets using the 
calendar year end. 

(See section 6 of the HR-650 1099-R Processing 
document in the Human Resources Help Reference 
Library under Year End Processing)

1099-R Adjustments
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Check that the 1099 
forms created for last 
year have been saved as 
Employee Attachments –
if not, run the step 
before clicking on the 
Reset 1099-R Menu step.

Before You Begin…

14

The menu should look like this – without any dates
in the column.  That will indicate that the previous year was 
run to completion.

14
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1099-R Processing
Year End Processing  1099-R Processing

The first three steps will be 
available – the remaining 
steps will not be clickable until 
the pre-requisite steps are 
run.
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1099-R Entity Table

Do you have 
access to the 
Export directory?

Are Social Security 
Numbers 
Masked?
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Build 1099-R Files
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Review 1099-R Forms

New button 
allows printing 
a single form –
used primarily 
for corrections; 
even if an email 
address is set 
on the form, it 
can be printed 
with this 
button.
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Print the 1099-R Forms
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Email the 1099-R Forms

An Excel® spreadsheet will list the email recipients

All forms, both printed and emailed, will ultimately be 
attached to the employee record
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Federal 1099-R File
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Attach and Archive 1099-R Forms

The last step is to save the forms as 
attachments.  

This runs as a scheduled task when 
the bursting jobs are run, usually 
twice daily on each site.
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Reprint a 1099-R
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Questions/Demonstration


