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Tips for GoToMeeting



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

Who receives a 1099-R

Tools

1099-R Reporting Information

1099-R Balancing 

1099-R Adjustments

1099-R Processing

1099-R Filing

What Will We Cover?
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File Form 1099-R, Distributions From Pensions, Annuities, 
Retirement or Profit-Sharing Plans, IRAs, Insurance Contracts, etc., 
for each person to whom you have made a designated 
distribution or are treated as having made a distribution of $10 or 
more 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.

Also, report on Form 1099-R death benefits payments made by 
employers that are not made as part of a pension, profit-sharing, 
or retirement plan. 

Who Receives a 1099-R?

Instructions for Forms 1099-R and 5498 (2023) | 

Internal Revenue Service (irs.gov) 4

https://www.irs.gov/instructions/i1099r
https://www.irs.gov/instructions/i1099r
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Tools

HR-575 Email Electronic Tax Forms to Employees

HR-635 Email W2, 1095C, 1099R

HR-650 1099-R Processing

HR-660 IRS Instructions for Form 1099-R
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Human Resources  Help Reference Library – Year-End Processing

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ELECTRONIC_YearEnd.pdf?ver=1658324819735
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ELECTRONIC_YearEnd.pdf?ver=1658324819735
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/1099r.pdf?ver=1658409290961
https://www.irs.gov/pub/irs-pdf/i1099r.pdf
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AUC can provide emailed forms to payees 

This requires that the payee provide explicit affirmative 
consent; see these documents:

HR-575 Email Electronic Tax Forms to Employees

HR-635 Email W2, 1095C, 1099R 

(this refers to emailing previously attached forms after the process is 
complete – if the payee needs it sent again)

Email 1099-R Forms
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https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_ELECTRONIC_YearEnd.pdf?ver=1658324819735
https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/AUC_HR_Email_Year_End_Attachments.pdf?ver=1670507676463
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FIRE System Re-Registration Required
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Please visit the FIRE system registration site ASAP to 
re-register!!!

FIRE System 
For filing returns, the system will be down for annual updates 
between November 27, 2023 - Jan 7, 2024

Available January 8, 2024

Reporting deadline is Monday, April 1, 2024

Filing Information Returns Electronically (FIRE) | 
Internal Revenue Service (irs.gov)

https://www.irs.gov/e-file-providers/filing-information-returns-electronically-fire
https://www.irs.gov/e-file-providers/filing-information-returns-electronically-fire
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Due Dates & Filing Requirements

Mail or email 1099R forms to payees by January 31, 2024
Submit the 1099R Electronic file by April 1, 2024*;
Check that the file is accepted by the FIRE System

File Forms …1099(R) ….by April 1, 2024, if filing electronically… (see 
the Guide to Information Returns, section C, and page 28)

*March 31 is the due date; in 2024, that  is a Sunday, so 
the deadline is pushed to the next business day

https://www.irs.gov/pub/irs-pdf/i1099gi.pdf
https://www.irs.gov/pub/irs-pdf/i1099gi.pdf
https://www.irs.gov/pub/irs-pdf/i1099gi.pdf
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State Filing

Publication 1220 (Rev. 10-2023) (irs.gov)

https://www.irs.gov/pub/irs-pdf/p1220.pdf
https://www.irs.gov/pub/irs-pdf/p1220.pdf
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1099-R Reporting Information

1099-R Wages based on the Base Bucket Table

1099-R Deductions based on:

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 

10
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Base Bucket Table
Human Resources  Tables  Base Buckets
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See Slide #24 for a sample Base Bucket checking report.
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Cost Code Table
Human Resources  Tables  Cost Code Table

12

Slide 26 has a sample of 
the cost code report.
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Payroll tab on 
the employee 
master file—
designate values 
for boxes 2b, 7, 
IRA/SEP/SIMPLE, 
8, 9a, 9b, 10, 11, 
12, & 13

Employee Master File 

13
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Year-End Processing  List of Cost Codes by W2/1099R Box

Verify Cost Codes by 1099R Box

14
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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

15
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Balance by Employee
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Human Resources  Year-End Processing  1099-R Register
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Balance by Warrant

17

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

18

HR  Help Reference Library  HR–650 1099R Processing

https://img1.wsimg.com/blobby/go/963fb664-6a25-4707-aa0c-2e6fa2e5fcda/downloads/1099r.pdf?ver=1658409290961
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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…

19

The menu should look like this – without any dates 
or start/end times in the columns, indicating that the 
previous year was run to completion.

19

Year-End Processing  1099 R Processing 
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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?

Give ADMINS access to the Export Directory
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Build 1099-R Files

Without 1099R cost codes or base buckets set, the 1099Rs cannot be produced. 

This step produces six 
reports.
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#6479—1099R Entity Table Listing

See Slide 21 for 
the Entity Table 
setup
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#6546—Base Bucket Report

Slide #11 describes the Base Bucket table relationship to the 1099R forms.
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#6132—1099R Box Checking 

Slide #11 describes 
the Base Bucket 
table and Slide #12 
describes the Cost 
Code Table 
relationship to the 
1099R forms.
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#6545—Cost Code Report

Slide #12 illustrates the 
Cost Code table set up 
and relationship to the 
1099R process and 
forms
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#6534 Employee 1099-R Register
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#6547–Employee 1099R File Error

Resolve all errors before proceeding with 1099Rs. 
Process an adjustment warrant and/or correct the employee record(s).
Slide #18 provides instructions on adjustments.
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Review 1099-R Forms

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

ADMINS recommends using a duplex printer.
If none is available, print the backers on the 
blank forms first, then print the fronts. 
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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 when the overnight bursting job is complete



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

32

#6544 Federal 1099-R File

If you preview the 
file, close it to 
allow the process 
to finish.

This example 
shows the file for 
2023; each year’s 
file will have the 
tax year in the file 
name.
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Attach and Archive 1099-R Forms

The last step is to save the forms as attachments. 
Forms should be attached as soon as the 
submitted file is accepted (no later than 04/01)  

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
Employee Maintenance  [Employee Attachments]
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Due Dates & Filing Requirements

Mail or email 1099R forms to payees by January 31, 2024
Submit the 1099R Electronic file by April 1, 2024*;
Check that the file is accepted by the FIRE System

File Forms …1099(R) ….by April 1, 2024, if filing electronically… (see 
the Guide to Information Returns, section C, and page 28)

*March 31 is the due date; in 2024, that  is a Sunday, so 
the deadline is pushed to the next business day

https://www.irs.gov/pub/irs-pdf/i1099gi.pdf
https://www.irs.gov/pub/irs-pdf/i1099gi.pdf
https://www.irs.gov/pub/irs-pdf/i1099gi.pdf
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Questions/Demonstration

36

Happy Holidays
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