Checklist of items prior to running 1098T Process:

1.

W

o

Proof item types to verify the 1098T box is checked by running NDU_0108_SF item type tax flags

a. The Collaborative charges should not have the 1098T box selected. This is because those
charges are being picked up on the providing institution’s 1098T

Verify 1098T setup data (contact name, phone number, address usage, tax year)

Set Up SACR >Product Related>Student Financials>Taxes>1098-T TIN Table

Run SSN query NDU_041_SF to identify numlbers that are all X's

Contact students in attempt to update invalid SSN's and document any communication attempts

Request Self-Service for 1098-T to be disabled via remedy ficket (prevents student to print the form

too early)

Steps to generating a 1098T for your students:

1.
2.
3

o

10.
1.
12.
13.

Run the generate 1098T process for all students (even those with invalid SSN)

Review the message log for potential errors

Run the 1098T audit report — Make sure to run as indicated in the instructions or you will not have any
forms to print.

Carefully review the 1098T audit report. This is a summary of the forms that will be issued to your
students. This is your chance to clean up the data. Please look for invalid social security numbers,
and that any prior year adjustments are reflected on the audit report. You need to rerun the auditf to
get your data updated so a form prints.

UPDATE- this should not be the case this year... please test to ensure you no longer need to do this.
For those students with an invalid SSN, you will need to do a student override to force the 1098-T-
Please make sure you have verified your data - there is no turning back. ©

**After all adjustments are completed, submit remedy ticket to have self-service enabled to allow
students to view their 1098T form (THIS IS AN IMPORTANT STEP to EXCLUDE those consented students
from the print form process)

Run the print form process — Please make sure you run as print only! Campus Solutions will generate
a submittal file at a later date. If you are prompted to enter a file name or path, go back.

Merge the 1098T data (excel file) with the template (word file).

Print the 1098T's generated by the template (Word document).

Mail the 1098T's to the students.

Send out a communication to students stating 1098-T are available to print

The 1098-T program has continued to mask the first 5 digits of the SSN for both the printed and online
version of the form

** Please read number 7 carefully and make a note to have self-service turned back on!
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To generate the 1098-T information

Student Financials >Taxes >Generate 1098-T

*You will need to return to this navigation to force 1098T's for students that need a form.

 Student Financials A
[> Tuition and Fees
[ Charges and Payments Generate 1098-T
[ Bill Customers % = . "
[> Cashieting Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Payment Plans
[> International Health / Find an Existing Value '\ Add a New Value
Coverage
[ Refunds - -
> Collections Run Control ID:‘ hegins with v H
‘ E gtla LTE:‘;CQ [case Sensitive
- Taxes
I Tax Reports Search Clear | pasic Search Save Search Criteria

— Generate 1098-

— Edit 1088-T Data

— Review 1098-T Data

— Revoke 1098-T Consent

— Create Student Joh Data

— Generate T4A

— Review T4A Data

— Generate T2202A

— Edit T2202A Data

— Print T2202A

— Create T2202A Extract
Eile

— Generate Donation
Receipts

— Generate Tax Receipts

Find an Existing Value | Add a New Value

Use your run confrol for 1098T's, you may use the one from last year. If the user does not have one, then one
needs to be created by clicking on the Add a New Value hyperlink.

7 Student Financials o
[> Tuition and Fees
> Qharges and Payments Generate 1098-T
[> Bill Customers
[> Cashiering p -
> Payment Plans / Eind an Existing Value ' Add a New Value Y
[> International Health
Coverage
[ Refunds
[> Collections
[> GL Interface
[> StudyLink Add
< Taxes
[> Tax Reports Find an Existing Value | Add a New Value
— Generate 1098-T
— Edit 1098-T Data

Run Control ID: ‘ Generate_1098T_AMU |

Enter a Run Control and click , if a new run conftrol is needed.
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Favorites Main Menu > Student Financials > Taxes > Generate 1098-T

Generate 1098-T

Fun |

Run Control 1D: Feport Manager Process Maonitor

*Federal TIN; [430- Q *Calendar Year: | 2011 Q4 ["| Student Override

Bypass Validation Edits

ORACLE  CESSSSmmmee

Control Information ind | View A First Bl 1 of 1 IO Last

[+][=]

Use the Iookupg to select your federal TIN, and calendar year (2011).

To bypass any validation Edits NDUS recommends you check the following boxes

Citizenship (1098T eligible students will receive a 1098T regardless of citizenship status)
Academic Credit (1098T eligible students will receive a 1098T regardless of Academic Credit)
Financial Aid (1098T eligible students will receive a 1098T regardless FA exceeding charges)

NOT RECOMMENDED DO NOT select Financial Info box. Checking this box will return ALL students regardless if
they have eligible 1098T charges.

Click @. Clickﬂ| to run the process.
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= Student Financials &

[ Tuition and Fees

[> Charges and Payments

[ Bill Customers

b Cashiering

> Payment Plans

D International Health = —— —_—
Coverage Server Name: | | Run Date: |12/08/2008 &

I Refunds - m o s

& Collections Recurrence: L Y| RunTime:  |3:18:46PM | Resetto Current DatefTime ]

I GL Interface Time Zone: [ JieS

— -
[ Tax Reports Select Description Process Name Process Type ‘Type Format Distribution
— Generate 1098-T Populate 1098-T Detail SFP1098P COBOL SQL (None) \ (None) v | Distribution
— Edit 1098-T Data -
— Review 1098-T Data
— Revoke 1098-T Consent
— Create Student Joh Data
— Generate T44
— Review T4A Data
- Generate T22024 ok | cancel | Retresn |
— Edit T2202A Data

Process Scheduler Request

User ID: auhlenkamp Run Control ID: Generate_1098T

Server Name: LEAVE BLANK, click

Click on the Process Monitor link — it could take up to an hour to process the information.

Upon success of the process, Click the %= hyperlink
> Student Financials o

[> Tuition and Fees

[ Charges and Payments Process Detail

[ Bill Customers )

[> Cashieting P s

> Payment Plans

[> International Health Instance: 1888856 Type: COBOL SaL

> gg}fg;ge Name: SFP1098P Description: Populate 1098-T Detail

I Collections Run Status:  Queued Distribution Status: NiA

D GL Interface = .

> StudyLink b

v Ea;(zi Reports Run Control ID: Generate_1098T (O Hold Request

Location:  Serer Quee Redquest
— Edit 1098-T Data . (O cancel Request
— Review 1098-T Data Server: -
— Revoke 1098-T Consent Recurrence:
— Create Student Job Data Restart Request
— Generate T4A
— Review T4A Data i
— Generate T2202A
— Edit T2202A Data Request Created On: 12/08/2008 3:19:37PM CST Parameters Transfer
— Print T2202A > | - 3 o
_ Creats T2200A Extract Run Anytime After:  12/08/2008 3:18:46PM CST Message Log
File Began Process At: Batch Timings
— Generate Donation "
Receiots Ended Process At: View Log/Trace

— fRenerate Tav Rersinta

Click on View Log Trace

p ReportiLog Viewer
Instance: 419292 Type: COBOL SQL
Name: SFP108EP Run Cntl ID: Generate_1098T
Status: Success Submitted By: avhlenlcamp
Server: PSNT Recwrence:

Populate 1098-T Detail
Name  FleSze  FieCreatonDate

Message Log 90545 bytes Thu Dec 08 11:03:05 2005

The message log will list the errors. It is suggested that you print this report. Close out of this screen after you print
the information.
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Definitions of Errors- What do they mean???

EXAMPLES:
EMPLID: 1111111 not eligible for 1098-T - No Financial Info
This error will be given if all amount boxes have a value of ZERO

To Print the 1098 T audit report

Student Financials > Taxes > Tax Reports>1098-T Audit Report

WL

= Student Financials
> Tuition and Fees

> Charges and Payments 1098-T Audit Report
b Bill Customners Enter any information you have and click Search. Leave fields blank for a list of all values.
> Cashierting

> Payment Plans

b tbra Haalth / Find an Existing Value Y Add a NewValue |

Coverage ) o
I Refunds Run Control ID: | begins with + ||
[ Collections rih—
I GL Interface [Ccase Sensitive
[ StudyLink

< Taxes =
< Tax Reports Search Clear | Basic Search Save Search Criteria

— Batch Message
Ing/Print Find an Existing Value | Add a New Value

Repart
— Individual GST Tax
Detail

— Organization GST Tax
Detail

Click the Add a New Vdalue hyperlink if adding a new run control, otherwise select appropriate run control for
this process

T —

7 Student Financials
[> Tuition and Fees

> Charges and Payments 1098-T Audit Report
[ Bill Customers
I Cashiering {_Eind an Existing Value " Add a New Value

[ Payment Plans
[> International Health

Coverage Run Control ID:|1098T_Audit_Report_AMU }
> Refunds B
[> Collections
> GL Interface Add
[> StudyLink

| = Taxes
< Tax Reports
— Batch Message

Find an Existing Value | Add a New Value

IngPrint

— 1098-T Audit Report

Enter a Run Confrol and click or select Find an Existing Value and select
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<> Student Financials
[> Tuition and Fees
[> Charges and Payments
[ Bill Customers
> Cashiering
> Payment Plans
[ International Health
Coverage
[ Refunds
> Collections
[> GL Interface
> StudyLink
7 Taxes
< Tax Reports
— Batch Message
IngfPrint
— 1098-T Form Print
— GST Tax Summary
Report
- Individual GST Tax
Detail
— Organization GST Tax
Detail
— Generate 1098-T
— Edit 1098-T Data
— Review 1098-T Data

[>

Report Mode:
Print Selection:
Primary sort:

NOTE** NEW

Secondary Sort:

TIN Control Info:

1098-T Audit Report

Run Control ID:  1098T_Audit_Report_AMU Report Manager Process Monitor Run

*Report Mode: | Audit and Validate vl *Print Selection: | All 1098-T's v
[ [

‘Primary Sort: ‘SSN "‘ ‘Secondary Sort: {'D "}

TIN Control Information
=l

& Save | ¢ Refresh [ErAdd Update/Display

Audit and Validate

All 1098-T's
SSN- This sort will list the student’s SSN#'s with all X's at the beginning and/or end of the
report.

DO NOT select the "Student Override” box for student’s that have an invalid SSN#. We
have modified the program to include ALL students with invalid SSN'’s

ID (optional sort)

Look up your school’s Federal TIN and select the calendar year.

M the process

o

<> Student Financials
[ Tuition and Fees
[> Charges and Payments
[> Bill Customers
> Cashiering
> Payment Plans
> International Health
Coverage
[ Refunds
> Collections
> GL Interface
[> StudyLink
- Taxes
 Tax Reports
— Batch Message
IngfPrint

— 1098-T Farm Print

— GST Tax Summary
Report

— Individual GST Tax
Detail

| — 1098-T Audit Report

O T

Process Scheduler Request

User ID: auhlenkamp Run Control ID: 1098T_Audit_Report_AMU

"J Run Date:

¥ | RunTime:

—
[12082008 |55

PR

Server Name:

Recurrence: \ Resetto Current DatefTime I

Time Zone: ‘ [Q

Select Description Process Name Process Type “Type 'Format Distribution
1098-T Validation and Audit SF1098VP SQR Report 1Web i | \_PDF v | Distribution
] 0K l Cancel ] Refresh

Server Name: LEAVE BLANK
*Note: Make sure report is run in PDF format.

Click

Click the Process Monitor link

12/29/2011


javascript:submitAction_main0(document.main0,%20'#ICSave');

- Student Financials “
[> Tuition and Fees

I Charges and Payments
D Bill Customers

I Cashiering

i Payment Plans

| Fca—

[ International Health . ¥last ﬁ‘ |Days |v| Refresh
ctverage "! Name: 1 |@ mstance: | ‘ to ‘ |

[ Refunds —————r :

[> Collections Run l 7‘{‘ Distribution l i~ [“Isave On Refresh

b GL Interface Status: Status

[ StudyLink Process List

e Select Instance Seq. P T Process Run Dat Run Stat
< Tax Reports Select Instance Seq. Process e Name ser un Date, e un Status

— Batch Message
IngiPrint

1888850 SGR Report SF1098YP auhlenkamp 12/08/2008 2:30:56PM CST ~ Queued

Details

— Individual GST Tax =
Detail
— Organization GST Tax
Detail
— Generate 1098-T
— Edit1098-T Data
— Review 1098-T Data
— Revoke 1098-T Consent
— Creata Student.Inh Data

Go backto 1098-T Audit Report

&) save

Click Details upon success of the process

PeopleSoft.

Horme = PeopleTools » Process Monitor > Inguite > Process Requests

Process Detail

Instance: 419293

SFiogave

Type: S0OR Report

Name: Description: 1085-T validation and Audit

Run Control I: Generate_1093T

Began Process At

Ended Process At:

12/08/2005 12:21:53PM CST
1200872008 12:22:12PM CET

Click View/log trace

P

Instance:
Name:
Status:
Server:

Trace File
SF1098VEP 4

Location: Server
Server: PSMT

( Delete Request
Recurrence:
Request Created On: 12/08/200512:21:40FM CST Farameters Transfer
Run Anytime After:  12/08/2005 12:20:53PM CST Message Log

Batch Timings

View LogTrace

419293 Type: SR Report
SF1098VE Run Cnil ID: Generate_ 1098T
Success Submitted By: avhlenlamp
PENT Recmrence:

1098-T Validation and Audit

19293.PDF

Message L og

Click on the PDF file
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To Print the 1098-T form to be sent to the student.
Navigate to the following:
Student Financials > Tax Reports > 1098-T Form Print

<> Student Financials
> Tuition and Fees
D Charges and Payments 1098-T Form Print

[

[> Bill Cust
(53 Cashieri]cmate, approve and reverse posting transactions and ra\re and click Search. Leave fields blank for a list of all values.

b Paymen assign late fees,

I International Health | Find an Existing Value '\ Add a NewValue |
Coverage
> Refunds
> Collections
[ GL Interface
> StudyLink
= Taxes
= Tax Reports Search Clear | Basic Search (B Save Search Criteria
— Batch Message

IngPrint
— 1088-T Audit Report Find an Existing Value | Add a New Value

Run Control ID:‘ begins with v H \

[case Sensitive

— ROT Taw Curmamaans

Create a new run control to print these forms by clicking on the Add a New Value Link

- - -

1098-T Print

Run Control ID:  LRSC Report Manager Process Monitar L
Transmitter's TIN: 450281889 3 *Calendar Year: WQ Lake Region State College
*Media: Print Only h [“JAlignmentRun  Ajlignment Count:
Filing Status: Original h Test File Replacement Alpha Character:
Primary Sort: D ¥ Secondary Sort: Last Name v
File Parameters

TIN Control Information Find | View All First K 1 of1 o Last
(450281888 ) (=]
“TN: (450281889 QA scalendar Year: | 2011\ | ake Region State College (] student Override
Student Override Find | View All First K 1 of1 o Last
*ID: =]
ﬁSavel QREiurntDE‘raa.n:hl f:}F{e‘frﬁhl E‘-I-Addl .::5'&23:5_ |

You need to enter the following information to run this process:

Enter your Transmitter’s TIN(Tax Information Number), search by clicking on the look up icon
The Calendar Year will be 2011 tax year

The Media needs to be PRINT ONLY _** This is very important you choose this media**
Filing Status is Original

Primary Sort- School Option

Secondary Sort- School Option
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UNDER TIN Control Information
A. Enter your schools TIN
B. Calendar Year = 2011
C. Save this information on your run control and click on the run button

Process Scheduler Request

UserID: auhlenkamp Run Control ID: |LRSC
Server: - Run Date:|11/22/2011 [=1)
Recurrence: | <, Run Time: |2:12:32PM Resetto Current Date/Time |
Time Zone: Q
Process List
Select |Description Process Name Process Type MType *Form at Distribution
Print 1088-T Forms SF1098RP S0OR Report Web * PDF w Distribution
OK | Cancel | Refresh |

Make sure the server name is LEFT BLANK

The type and format can remain as Web and PDF then click the OK button

Click on the process monitor until the process has completed to success

Click on the details link and the view log trace link and you should return an instance number (Example is
below)

ReportlD: 53830 Process Instance: 1612807 Message Log

Name: SF1088RP Process Type: SOR Report

Run Status: Success

Print 1093-T Forms

Distribution Details

Distribution Node: PSREPORTS Expiration Date: 1210712011
File List
Hame File Size [bytes) Datetime Created
NDUSF1098T 1612807.C8Y 1,112,195 11222011 11:20:36.245000AM CET
SE1098RP 1612807 PDF 1,080,447 112212011 11:20:36.245000AM CET
SE1098RP 1612807 out 353 11222011 11:20:36.245000AM CET
S0OF SF1098RP 1612807 .log 1,748 112212011 11:20:36.245000AM CET

Distribute To

Distribution ID Type *Distribution 1D

User auhlenkamp

A. Right click on the NDUSF1098T CSV file: and select Save Target as
B. Save the data as a csv file (please look at screen shot) and the save as type is ALL file NOT EXCEL
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File name: NDUSF1098T_445564.csv v
Save as type: All Files v

L. d. a1 Na~N7 1n-1/ll1&§'-)nnf\"
This is an example of what the data school look like.

You will need to save this data to a folder on your hard/shared drive:
1. Open the file from within Excel. The Text Import Wizard should open up.
2. In Step 1 of 3 - Click on “Delimited”. Click Next.
3. In Step 2 of 3 — Click on the delimiter for “Comma”. You can remove the “Tab” delimiter. Click Next.
4

In Step 3 of 3 — Within the data preview, click on the column header that says General. Holding down

the Shift button, scroll over to the last column and again click on that header that says General. Now
click on the “Text” button within the Column Data Format. Click on Finish.

5. All columns have now been imported in as Text. This format is easier to work with importing the
information into Word.

6. Save the file as an Excel Workbook.

You will use the Microsoft merge wizard to merge this data into your 1098T template form

1. Open up your 1098T form template
2. Click on Mailings Tab
3. On the tool bar click black arrow “Start Mall Merge” and select: step by step mail merge W|zard

-"'Dn\ il =7~ © |7 SUBSTITUTE FORM 2009 [Compatibility Mode] - Microsoft .. Table Tools D L
—J Home Insert Page Layout References Mailings Review View Design Layout (7] _J/;
e 5 — o = “P Rules - [ o
SEIERG 2 D 2 00E L (REL D -
= L 91 Match Fields % | $29Find Recipient - B
Envelopes Labels | Start Mail  Select Edit Highlight ~Address Greeting Insert Merge Preview 2 Finish &
Merge = Recipients = Recipient List || Merge Fields Block Line Field = Update Labels || Results | S Auto Check for Errors || merge ~ Pavste
Create Start Mail Merge Write & Insert Fields Preview Results Finish Cli‘\
Ez Mail Merge v X
| N

7. You will need to browse for your data (excel data) to be merged
a. Step 1 of 6 you will need to select the type of document, the “Letters” radio button should
already be select, once verified click on Next: starting document

12/29/2011



Select document type

What type of document are you
waorking on?

(@) Letters

E-mail messages

2011 SUBSTITUTE FORM 1098-T Envelopes
TUITION PAYMENTS STATEMENT

THIS IS IMPORTANT TAX INFORMATION AND IS BEING FURNISHED TO THE INTERNAL REVENUE SERVICE. s
Directory
& Letters
) : ‘Amounts billed for
INSTITUTION: STUDENT: Box2 | quaifiediuitionand | “AMOUNT_BILLED Send letters to a group of peaple.
GFILER_TIN» « _TIN» related expenses. | * | You can personalize the letter that
each person receives.
“EEEMS“SS? g j Click Next to continue.
o ¥ » jjustments made
FILER_CITY> <FILER_STATE» Boxd | /e venr «PRIOR_YR_ADJ»
FILER_ZIP>
Schofarships

Box5 | ThoN <FINANCIAL_AID»
T ENTAE Adjustments to
“ ~ » scholarships or «PRIOR_YR_FA_A
«STUDENT_ADDR?» Box§ | SIOSEIPSOl | SNORYRFAS
«STUDENT CITY» «STUDENT_STATE» g P »
«STUDENT ZIP» year

Boxg | ALleast halrime | «STUDENT HALF_

student NDs»
Box 9 | Graduate Student. | “STIOENI-CRAD

Box 2 Shows the total amount billed in the calendar year for qualified tuition and related expenses less any qualified
waivers

Box 4. Includes any reduction made during the calendar year to qualified tuition and related expenses reported in Box 2
on a prior year Form 1098-T This amount may reduce any allowable education credit you may claim for the prior year
See Form 8863 or Publication 970 for more information.

Box 5. Shows the total of all or grants and by the eligible institution. The
amount of scholarships or grants for the calendar year (inclucing those not reported by the institution) may reduce the
amount of any allowable tuition and fees deduction orthe education credit you may claim for the year.

Box 6. Shows any reduction made during the calendar year to scholarships or grants on prior year Form 1093-T. This
amount may affect the amount of any allowable tuition and fees deduction or the education credit you may claim forthe Step 1 0f 6
prioryear. See Form 8863 for how to report these amounts. 2l
S @ MNext: Starting document

Box 8. Shows whether vou are considered to be carrvina at least one-half the normal full-time workload for vour course of _

b. Step 2 of 6 ask how you want to set up your letters? Verify that the “Use the current document”
radio button is selected and click Next: Select recipients

Select starting document

How do you want to set up your
Ietters?
(@) Use the current document
7) Start from a template
2011 SUBSTITUTE FORM 1098-T Start from existing document
TUITION PAYMENTS STATEMENT
THIS IS IMPORTANT TAX INFORMATION AND IS BEING FURNISHED TO THE INTERNAL REVENUE SERVICE. Use the current document
Start from the document shown
here and use the Mail Merge
wizard to add recipient information.

Amounts billed for
Box 2 | qualified tuition and
related expenses

INSTITUTION: STUDENT:

H «AMOUNT_BILLED
«FILER_TIN» «STUDENT _TIN» »

«FILER_NAME »

«FILER_ADDR1> Adjustments made
WFILER_CITY» «FILER_STATE» Box 4 | "o a prioryear «PRIOR_YR_ADJ»
WFILER ZIP»

Box 5 S‘fg‘,’:ﬁmm «FINANCIAL_AID»
e e,
TUBENT RS Box § | Scholarships or «PRIOR_YR_FA_A
«STUDENT_CITY» «STUDENT_STATE» granis fora prior DJ»
«STUDENT_ZIP» R

Box 8 | Atleast halftime | @STUDENT_FALF

student

»
Box® | Graduate Student. | “oIOCENT-ORAD
>

Box 2. Shouws the total amount billed in the calendar year for qualified tuition and related expenses less any qualified
waivers |

Box 4. Includes any reduction made during the calendar year to qualified tuition and related expenses reported in Box 2
on a prioryear Form 1098-T. This amount may reduce any allowable education credit you may claim for the prior year.
See Form 8863 or Publication 970 for more information

Box 5. Shows the total of all or grants and by the eligible instiution. The
amount of scholarships or grants for the calendar year (including those not reported by the institution) may reduce the
amount of any allowable tultion and fees deduction or the education credit you may claim forthe year

Box 6. Shows any reduction made during the calendar year to scholarships or grants on prior year Form 1098-T. This
amount may affect the amount of any allowable tuition and fees deduction orthe education credit you may claim forthe Step 2 of 6
prioryear. See Form §863 forhow to report these amounts. ol

Fy ® Next: Select recipients
Box 8. ansidered to be carying at least on h al fulltime werkload foryour course o o _— i
study at the _reporing institution,, If you are at least a one-half time student for one academic period that begins during the @ Previous: Select document type
year. you meet one of the requirements to qualify forthe Hope credit. If enrolled less than one-half time for at least one U

c. Step 3 of 6 Select recipients. Verify that the “Use an existing list” radio button is selected. You
will want to click on the blue Browse hyperlink to find the spreadsheet of data that you saved in
the print forms process, once you select the file, a screen will pop up to view the data. Select OK
button click Next: Write your letter
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2011 SUBSTITUTE FORM 1098-T
TUITION PAYMENTS STATEMENT
THIS IS IMPORTANT TAX INFORMATION AND IS BEING FURNISHED TO THE INTERNAL REVENUE SERVICE.

| Mail Merge Recipients @
INSTITUTION:
«FILER_TIN» This is the list of recipients that will be used in your merge. Use the options below to add to or change

your list. Use the checkboxes to add or remove recipients from the merge. When your list is ready, click

«FILER_NAME» ok
«FILER_ADDR1» Data Source FILER_NAME | FILER_CONTACT « | FILER_PHONE
«FILER_CITY» «FILE =
«FILER ZIP» C\Users\ange... Lake Region State .| Val Wood

£l

Ch\Users\ange...
C\Users\ange...

«STUDENT_NAME » C\Users\ange...
«STUDENT_ADDR 13|
«STUDENT_ADDR2y| | C\Users\ange...

1< <<%

L e
< 101 C
Data Source Refine recipient list
Ci\Users\angela.oleary\Documer - 4] sort..

Box 2. Shows the tot
waivers

% Find duplicates...

Find recipient...

Box 4. Includes any
on a prioryear Form
See Form 8863 or Py

Box 5. Shows the tot

Validate addresses...

amount of scholarshil

o g F T
amount of any allowable tuition and fees deduction orthe education credit you may claim forthe year.

Box 6. Shows any reduction made during the calendar year to scholarships or grants on prior year Form 1098-T. This

amount may affect the amount of any allowable tuition and fees deduction orthe education credit you may claim forthe

prioryear. See Form 8863 for how to report these amounts

Box 8.

can Caryin zast ong-hal nermal fu
i If you are at least a one-half time student for one acade

COUrSe 0
5 during the

year, you meet one of the requirements to qualify forthe Hope credit. If enrolled less than one-half time for at least one

d. Step 4 of 6 Click on Next: Preview your letters

2011 SUBSTITUTE FORM 1098-T
TUITION PAYMENTS STATEMENT
THIS IS IMPORTANT TAX INFORMATION AND 1S BEING FURNISHED TO THE INTERNAL REVENUE SERVICE.

“Amounts billed for
Box 2 | qualified tuition and
related expenses

INSTITUTION: STUDENT:

«AMOUNT_BILLED)
«FILER_TIN» «STUDENT_TIN» »

4FILER_NAME»

«FILER_ADDR1» Adjustments made
FILER_CTY» «FILER_STATE» Box 4 | o prioryear «PRIOR_YR_ADJ»
FILERZIP>
Scholarships
Box5 | orhold FINANCIAL_AID»

«STUDENT_NAME»

«STUDENT_ADDR1» Adjustments to

S DENADRR Box 6 | Scholarships or «PRIOR_YR_FA_A
<STUDENT CITY» «STUDENT_STATE» granis foraprior | DJ»
«STUDENT ZIP» year
Box 8 | AtTeast halftims | «STUBENT_FALF |
student ND.

Box 9 | Graduate Student:

»
«STUDENT_GRAD
IND»

Box 2. Shows the total amount billed in the calendar year for qualified tuition and related expenses less any qualified
waivers

Box 4. Includes any reduction made during the calendar year to qualified tuition and related expenses reported in Box 2
on a prior year Form 1098-T. This amount may reduce any allowable education credit you may claim for the prior year
See Form 8863 or Publication 970 for more information.

Box 5 Shows the total of all or grants and by the eligible institution. The
amount of schelarships or grants for the calendar year (inclucing those not reported by the institution) may reduce the
amount of any allowable twition and fees deduction orthe education credit you may claim for the year.

Box 6. Shows any reduction made during the calendar year to scholarships or grants on prior year Form 1098-T. This
amount may affect the amount of any allowable tuition and fees deduction orthe education credit you may claim forthe
prioryear. See Form 8863 for how 10 report these amounts
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= write your letter

I you have not already done so, wirite
your letter now.

To add recipient information to your
letter, click a location in the document,
and then click one of the items below.

B Address block...

2 Greeting line...

I=j Electronic postage...

B8 more items...

When you have finished writing your
letter, dlick Next. Then you can preview
and personalize each recipient’s letter.

Step 4 of 6

s | @ Next: Preview your letters




a. Step 5 of 6 Once you have previewed your letter, a sample merge letter will appear. Please
review and verify all data has merged successfully and accurate and you can move on to the last
step.

Preview your let

One of the mergs
here. To preview
one of the follow

Recipier

2011 SUBSTITUTE FORM 1098-T

23 Find a reci
TUITION PAYMENTS STATEMENT
THIS IS IMPORTANT TAX INFORMATION AND 1S BEING FURNISHED TO THE INTERNAL REVENUE SERVICE. Make changes
You can also cha
3 = Edit reci
Amounts billed for —
INSTITUTION: STUDENT: o P Exclude tl
) 89 - s Box 2 :qgl;ltlg:jeg;:l:ssneind 49222 |
s 3 When you have f
Lake Region State College V?iun; Litée:ﬂsérdl:é(
1801 College Drive North Adjustments made print g
Box 4 . 0.00 individual letters
Devils Lake ND for a prior year
58301 comments.
Scholarships
Box 5 of grants 0.00
Adjustments to
o scholarships or
P Box & grants fora prior 0.00
“ Atll half-ti
t least half-time
Box 8 student
Box 9 | Graduate Student:

Box 2. Shows the total amount billed in the calendar year for qualified tuition and related expenses less any qualified
waivers

Box 4. Includes any reduction made during the calendar year to qualified tuition and related expenses reported in Box 2
on a prioryear Form 1098-T. This amount may reduce any allowable education credit you may claim forthe prioryear.
See Form 8863 orPublication 970 for mere information.

Box 5. Shows the total of all scholarships or grants administered and processed by the eligible educational institution. The
amount of scholarships or grants forthe calendar year (including those not reported by the institution) may reduce the
amount of any allowable tuition and fees deduction orthe education credit you may claim forthe year.

Box 6. Shows any reduction made during the calendar year to scholarships or grants on prior year Form 1098-T. This
amount may affect the amount of any allowable tuition and fees deduction or the education credit you may claim forthe
prioryear. See Form 8863 forhow to report these amounts.

Step50f 6
Box 8. Shows whether_you are considered t be carying at least one-half the normal full-time workload fo COUrse 0
H = " . - . - L4 E
If you are atleast a one-half time student for one academic period that begins during the * =i S
year, you meet one of the requirements to qualify forthe Hope credit. If enrolled less than one-half time for at least one o # Previous: W

semaster vou still mav he eliaible ta claim the tuition and fee deduction arthe lifelona leamina cradit

TIP: To view all students in a word document format, select the Finish & Merge and select “edit individual
documents. Once this happens all records are merging into a separate word document. This process can take

awhile depending on the number of students you are merging.
-

Home Insert Page Layout References Mailings Review View Design Layout (7]
= Iy = = - = % Rules * 4|1 [N 5
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@ Match Fields Find Recipient

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview ) Finish &

Merge * Recipients = Recipient List | Merge Fields EBlock Line Field ~ Update Labels || |Results || 'S Auto Check for Errors || mMerge ~

Create Start Mail Merge Write & Insert Fields Preview Results Finish
I E &

On line 1098-T Inquiry

Student Financials > Taxes>Review 1098-T Data

12/29/2011


https://dmo-web-1.ndusdom.erp.nodak.edu/servlets/iclientservlet/ndsq80/?ICType=Script&ICScriptProgramName=WEBLIB_MENU.ISCRIPT3.FieldFormula.IScript_DrillDown&target=main0&Level=1&menugroup=QQQManage%20Student%20Financials&RL=&navc=2185

___

<> Student Financials %
[> Tuition and Fees
I> Charges and Payments 1098-T Inquiry
I Bill Customers Enter any information you have and click Search. Leave fields blank for a list of all values.
[> Cashiering
[ Payment Plans - —
S infemationalEiealh / Find an Existing Value
Coverage
b Refunds D: begins with v |
> Collections ’ 4 H :O\
b GL Interface Federal TIN:  |= v | a
b StudyLink I . ]
. Calendar Year: = v | la
I Tax Reports National ID: [ hegins with v | |
— Generate 1088-T '
— Edit 1098-T Data Campus ID: [ hegins with v“ ‘
AEVW - LastName: | begins with v I ‘
— Revoke 1098-T Consent
— Create Student Job Data First Name: [ hegins with || ‘
— Generate T44 3
— Review T4A Data [CJcase Sensitive
— Generate T2202A
— Edit T2202A Data | Mirre Slear ; e
PN Tas0%k | | Basic search [E) Save Search Criteria

Enter the student’'s emplid, your school’s Federal TIN and the calendar year and then click
Please note: If the student is enrolled at other NDUS schools, they will have more than one 1098-T.

The details for each box on the 1098-T is listed here.
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Manual adjustments for a 1098-T already generated (but not transmitted to the IRS):

Student Financials>Taxes>Edit 1098-T Data

> Student Financials A
[> Tuition and Fees

[> Charges and Payments
I Bill Customers 1098-T Data

E g::nT::tnF?lans 1D: ’ Federal TIN: "~ Calen(la Year: X
b International Health 1098.T Status ind | view Al First [ 1 of 1 [ Last
Coverage
[> Refunds Seq.Nbr. 1 Overriden Printed 01/18/08 2:15:58PM File Created 03127408 9:22:19AM
[> Collections > 3 s v . REONn
b GL Interface Correction Correction Type: ‘Validation Status: R
[> StudyLink Date Created:  12/19/07 3:03:24PM Override Data | Date Updated:
< Taxes i "
b Tax Reports Disable 1098-T Self Service
— Generate 1098-T

| —Edit1098-T Data S
— Review 1008-T Data SSN: (1) Payments Received: ‘T
L

| (5) Financial Aid: 1
— Revoke 1098-T Consent First Name: (2) Amount Billed: 1| (6) Prior Year FA Adj: 1
— Create Student Joh Data . 7 . s
_ Generate TAA Middle Name: (3) Reporting Method Change (7) Includes Future Period

— Review T4A Data Last Name: (4) Prior Year Ad: ﬁl (8) Half Time
i _‘—“—Ge.nerate: 122024 Student Address — (9) Graduate
— Edit T2202A Data = -

— Print T22024A B 1098-T Detail tems Find | View All | i First [« 10f 1 [ Last
— Create T2202A Extract ftem Business Account ltem Actual Billing Payment

- #== SRS et :
File Box= Amount  Unit fiein Type Tvpe Term Date Date Posted Date

— Generate Donation 1002 540,00 MASU1 100000019000 TUT 0730 Dual Credits 014162007 01/03/2007
Receipts

— Generate Tax Receipts
— View Customer Accounts
— View Corporate Accounts
— View ltem Due

— Wiaw tam | ina

Ol

Description

Save I E\Return to Search I +[E] Previous in List ‘ +[E hext in List | % Refresh |

When you ‘click’ the [_owermdenata | yoy are able to adjust the amounts. Make sure to & save] gfter you have
made changes to the student’s 1098-T.

NOTE** When making any adjustments esp. to boxes 4 and 6, you have to enter a positive amount. PeopleSoft
does not recognize negative amounts and the File sent to the IRS will be automatically rejected. Any positive
adjustments in prior and current year are reflected in boxes 2 and 5.

Note: Student 1098-t boxes are no longer shaded after you click the [_=veridemata | bytton and you can
make changes to the data. Also, note there is more than one record for the student - the one generated by
PS and one after you have made changes. IMPORTANT: Need to uncheck the Correction field box.
Corrections are ONLY applicable after the file has been transmitted to the IRS which will be after
March.
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ORACLE S

Favorites | Main Menu > Student Financials > Taxes > Edit 1098-T Data

1098-T Data Click on First
IC a0 Federal TIN:  45( Calendar Year: 2011
1098-T Status Find | view Al First Bl 1 of2 I Last
Seq.Nbr. 2 Overridden [ | Printed [ File Created
Unche?ﬂ Correction  Correction Type: A ¥ *Validation Status: Fending Validation ~
121082011 11:25:16AM Cwverride Data I Date Updated: 121082011 11:25:16AM
["| Disable 1098-T Self Service

Student 1098-T Data
SSMN: I {1) Payments Received: {5) Financial Aid:
First Name: n (2) Amount Billed: 432272 (g) Prior Year FA Adj:

Middle Name: (3) Reporting Method Change F {7} Includes Future Period

: ["1{8) Half Time
Last Hame: n {4} Prior Year MJ. Ii { }

Student Address [1{9) Graduate
1098-T Detail tems Cus tomize | Find | View A | (21| B First Il 1-5 of 8 I Last
Box # Item Business It T Account | [tem De inti Actual Date Posted Payment
T |Amount  |Unit Zem ype Type |Term |——optiOn Billing Date [ =228 |note

1002 0.09 200000070000 TUT 1210 MAND FEE-MDSA 10/052011 091452011
2 002 9.0C 200000020001 TUT 1210 MAMND FEES-ACTIVITY 1 10/05/2011 091472011
3 002 15.00 200000030001 TUT 1210 MAND FEES-ACTIVITY 2 10/05/2011 091472011

After the student’s data has been adjusted, the data will also need to pass validation by running 1098T Audit
Report. Run the 1098T Audit Report by selecting the Student Override box and entering the student’s ID
number.

The 1098T Form Print process will also need to be run. To do this make sure the Filing Status field has the "Print

Only” value selected. Also, make sure to select the individual students that need the updated 1098T form by
selecting the student override box and entering the Emplids.
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Favc;r'rtes MainvMenu » Student Financials > Taxes » Tax Reports > 1098-T Formn Print

1098-T Print

Run Control Il |LRSC Report Manager Process Monitor S
Transmitter's TIN: 420281239 Q *Calendar Year: W Q Lake Region State College
*Media: Print Only - [ AlignmentRun  Ajignment Count:
Filing Status: Original A Test File Replacement Alpha Character:
Primary Sort: ID hd Secondary Sort: LastName hd
File Parameters

TIN Control Information Find | wiew Al First [ (] 1 of1 o Last
: [=]
*TIN: (450281889 »Calendar Year: | 2011\ | ake Region State College Student Override
Student Override Find | View Al Fi-s.tn 1 of1 )| Last
] +
A0S QB =
ESE‘U'E' RﬂeturntDSEmchl r:JR-EfIEhl E‘q-ﬁxddl _::s'eZs:_:_ |

To create a 1098-T for a student who has not been generated a 10987
Student Financials > Taxes >Generate 1098-T

Find an existing value — enter your run control from when you ran the 1098-T process, or search for the run
control.

<> Student Financials
> Tuition and Fees
> Charges and Payments Generate 1098-T
> Bill Customers X ] . ,
I> Cashiering Enter any information you have and click Search. Leave fields blank for a list of all values.
> Payment Plans
I International Health { Find an Existing Value '\ Add a NewValue |

Coverage
[ Refunds ~ 7
5 Coilostions Run Control ID:| begins with v H ‘
[ GL Interface
[ StudyLink
v Taxes

1> Tax Reports Search Clear | Basic Search [ Save Search Criteria

|>

[Icase Sensitive

— Generate 1098-T

— Edit 1098-T Data

— Review 1098-T Data

— Revoke 1098-T Consent
— Mreate Student. Inh Nata 117

Find an Existing Value | Add a New Value

ﬁ Save

Check the student override box, and enter the student’s Emplid. Also, check the Force 1098-T box hit "

Run
& the process.
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Favorites Main Menu > Student Financials > Taxes > Generate 1098-T

Run |

Run Control ID:  LR2C Report Manager Process Monitor

Control Information

*Federal TIN: |450281889C, *Calendar Year: | 2011 QL Student Override [=]

Bypass Validation Edits

Citizenship Academic Credit Financial Aid ["| Financial Info

Student Override Cus tomize | Find | View A First 4 1 of1 M| Last
National 1D Force 1098-T

1D
1t Q r | < ¥ [+] [=]

ﬁ Save Rﬂeturn to Search i":.; Refresh E‘q-ﬁxdd ,: date/Dis play

= Student Financials A
[ Tuition and Fees
1> Charges and Payments Process Scheduler Request
> Bill Customers
> Cashiering )
> Payment Plans User ID:

[ International Health _—
Coverage Server Name: I | RunDate: |12/08/2008 £

[ Refunds [a1a-45PM | i
& Collections Recurrence: :] Run Time: |3:18:46PM ‘ Resetto Current DatefTime ]

> GL Interface Time Zone: SO‘
> StudyLink i
e Process List

b Tax Reports Select Description Process Name Process Type “Tvpe ‘Format Distribution

— Generate 1098-T Populate 1098-T Detail SFP1098P COBOL 5L (Nong) [(None) v Distribution

auhlenkamp Run Control ID: Generate_1098T

— Edit 1098-T Data
- Review 1098-T Data

- Revoke 1098-T Consent
~ Create StudentJob Data
— Generate T4A

— Review T4A Data

~ Generate T22024 ok | cancel | FRefresh |

— Edit T2202A Data

Server Name: LEAVE BLANK, click

Click on the Process Monitor link — it will take a few minutes to process the information.
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7 Student Financials o~
[ Tuition and Fees
> Charges and Payments { Process List |
[ Bill Customers
> Cashiering i Process Req Fo
[ Payment Plans i = ——
U International Health User ID: [aunlenkamp | @ Type: \ vitast [ 1] [Days v| Refresh |
& S —_—
DR;:j::ge Server: ﬁ Name: | stance: | | to [ ‘
[ Collections Run v; Distribution l v [¥]save On Refresh
[ GL Interface Status: ~ Status s
> StudyLink
- Taxes 2
[ Tax Reports Select Instance Sed. Process Type :mc& User Run DateTime Run Status Stat bution 1 o4aits
— Edit 1098-T Data 1888856 COBOL SQL SFP1098P auhlenkamp 12/08/2008 3:18:46PM CST  Queued NiA Details
— Review 1098-T Data -a0- o
— Revoke 1098-T Consent 1888850 SQR Report SF1098VP auhlenkamp 12/08/2008 2:30:56PM CST  Success Posted Details
. Details .
Upon success of the process, Click the hyperlink
> Student Financials o
[> Tuition and Fees
[ Charges and Payments Process Detail
[> Bill Customers
[> Cashiering
[> Payment Plans
[> International Health Instance: 1888856 Type: CoBOL SQL
Coverage " g .
b Refunds Name: SFP1098P Description: Populate 1098-T Detail
b Collections Run Status:  Queued Distribution Status: Nia
D GL Interface ¢ .
[> StudyLink i
- Taxes
b Tax Reports Run Control ID: Generate_1098T O Hold Request
| —Generate 1098-T Location: Server Queue Request
— Edit 1098-T Data Shrver: O cancel Request
— Review 1098-T Data erver: Delete Request
— Revoke 1098-T Consent | Recurrence:
— Create Student Job Data Restart Request
— Generate T4A
— Review T4A Data
— Generate T2202A
— Edit T2202A Data Request Created On: 12/08/2008 3:19:37PM CST Parameters Transfer
— Print T2202A .
ey Run Anytime After: 18 [o] q
— Create T2202A Extract iyt 12/08/2008 3:18:46PM CST Message Lo
Eile Began Process At: Batch Timings
— Generate Donation End y .
Receipts nded Process At: View Log/Trace
— (Renarate Tay Rereinta

Click on View Log Trace

p ReportiLog Viewer
Instance: 419292 Type: COBOL SQL
Name: SFP108EP Run Cntl ID: Generate_1098T
Status: Success Submitted By: avhlenlcamp
Server: PSNT Recwrence:

Populate 1098-T Detail
Name  FleSze  FieCreatonDate

Message Log 90545 bytes Thu Dec 08 11:03:05 2005

The message log will list the errors as well as the number of records added. It is suggested that you print this
report. Close out of this screen after you print the information.

*If you go the 1098T inquiry (see instructions above) you will see the student’s information.
After the 1098T has been generated, the data will also need to pass validation by running the 1098-T Audit

Report. Run the 1098-T Audit Report by using selecting the Student Override and entering the student’s ID
number.
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ORACLE e

Favgrr'rtes r'-'lainvru'lenu > Student Financials > Taxes » Tax Reports > 1098-T Audit Report

1098-T Audit Report

Run Control |D: Report Manager Process Monitor Run
*Report Mode: ~Uditand Validate - *Print Selection: Al 1098-T's -
*Primary Sort: SSN i *Secondary Sort: 1D hd

TIN Control Information

[=]
*Federal TIN: ﬁ I *Calendar Year: | 2011 Q Student Override

Student Override

- @&

*10:

ﬁ Save | Rﬂeturn to Search | l":.; Refresh | E'q- Add u: date/Dis play

The 1098T Form Print process will also need to be run. To do this make sure the Filing Status field has the "*Print
Only” value selected. Also, make sure to select the individual students that need the updated 1098T form by
selecting the student override box and entering the Emplids.
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Favorites Main Menu > Student Financials > Taxes » Tax Reports > 1098-T Form Print

1098-T Print

Run Control Il |LRSC Report Manager FProcess Monitor S
Transmitter's TIN: 450281889 *Calendar Year: WO\ Lake Region State College
*Media: Print Only - ["| AlignmentRun  Ajignment Count:
Filing Status: Original hd Test File Replacement Alpha Character:
Primary Sort: ID i Secondary Sort: LastName i
File Parameters

TIN Control Information Find | View & First K 1 of 1 n Last
) [=]
TiN: 4502818890 ~calendar Year: |2011™\ | ake Region State College Student Override
Student Override Find | View All Fi's.tn 1 of1 )| Last
_ +
ap: [0S St =
Eﬁa\rel Rﬂeturntnﬁea:chl r:JR-EfIEh E‘q-Addl _::5'523:5_ |

Trouble-shooting why a 1098T has not printed:

Verify the student has a validation status of Passed validation. If you have another value in this field the
student’s 1098T was not printed.

Other

People books has some very useful information to aid you in the 1098T process.

After the 1098T file has been transmitted:
e The 1098T file is transmitted to the IRS at the end of March.
e Keep a separate log of:
» New 1098Ts for students who did not previously receive one.
» Corrected 1098Ts that had been previously transmitted.

e Report these logs to Marie at the end of April for an additional transmittal to be completed in early May.

® After the transmittal in early May, a ticket will need to be submitted in order to have any new records
electronically submitted to the IRS.
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