
Wincap – 1099-R Processing   

 
1. Go to Manage/Payroll/Paycheck Display 
2. Click Add and find the employee 
3. Select the correct pay period and click OK 

4. Click BOB  in the upper right corner 

5. Select 1099-R Payment 

 
 

 



Wincap – 1099-R Processing   

 

Quantity - Adjust the quantity if necessary. This field will be multiplied by the Adjustment field to arrive at the Gross 
distribution amount. 

 
Adjustment - This is the amount of the refund. This field will be multiplied by the Quantity field to arrive at the Gross 
distribution amount. 

 
Tax Method - This field offers options for the amount of Federal Tax to be withheld. Options include ‘10% Federal Tax 
Only’, ‘20% Federal Tax Only’, or ‘No Withholding’. It is usually in the instructions from the 3rd party to offer the 
employee the opportunity to elect their tax withholding. 

 
Box 1 - Gross distribution - This value is equal to the Quantity field multiplied by the Adjustment field. This represents 
the Gross distribution, or Gross refund amount. 

 
Box 7 - Distribution Codes - The Teachers’ Retirement System will provide a numeric code with the correspondence they 
send that indicates which value to enter here. If this code is not indicated or further questions are needed, refer to the 
Section XVII in the TRS manual – Instructions for completing IRS Form 1099R. For all other refunds, please refer to the 
IRS documentation – 1099R Instructions. 

 

When using a 1099R transaction to record a Life Insurance Premium (net premium amounts), following the IRS 
instructions, use a Code 9 in the Box 7 field. This will trigger the system to generate values on the report only and will 
NOT create a check. The amount of the adjustment should be entered in Box 5 as well as the Adjustment field to 
populate Box 1. 

 
Total Distribution Box 2b 

Taxable Amount not Determined 
If the total taxable amount cannot be determined select this option. 

 
Total Distribution 
If the amount calculated for Box 1 is considered a total distribution, select this option. A total distribution is one 
or more distributions within one tax year in which the entire balance of the account is distributed and it has 
closed out the account. If the refund is due to a withdrawal of membership, the Total Distribution box should be 
selected. If more information is needed regarding these distributions, contact the Teachers’ Retirement System. 

 
Box 5 - Employee contributions/Designated Roth contributions or insurance premiums 
The Roth 403(b) accounts are not tax exempt, so they are not processed like standard 403(b) Annuities or 457 Deferred 
Compensation deductions. However, the Roth 403(b) does count toward the annual maximum contribution for 403(b) 
deductions. The Roth 403(b) also has its own designation in box 12 of the W-2 (code “BB”), and WinCap does properly 
handle W-2 reporting of these types of transactions. 

 
Box 9a - Your percentage of total distribution 
If a total distribution from a single account was made to more than one person, the percentage allocated to this 
employee should be entered here. 

 
Box 9b – Total Employee Contributions 
For a life annuity from a qualified plan or from a section 403(b) plan (with after-tax contributions), enter the amount for 
the employee’s total investment in the contract. It is used to compute the taxable part of the distribution. See Pub. 575. 

 
Deduction code 
The retirement deduction code will automatically default here. Use the magnifying glass to change as needed. 

 
Comments 
Enter as needed. This is for informational purposes only. 

http://www.nystrs.org/main/employer/17.html
http://www.irs.gov/pub/irs-pdf/i1099r.pdf
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Producing the 1099-R Form for the employee 
 

Report \ Payroll \ Federal State Tax Reporting \ 1099-R Forms 
 

1. Confirm the correct calendar year and enter the selected employee or leave blank to display all employees with 
1099-R’s. This report needs to be run once for each set of 1099-R forms ordered (Copies A, 1, B, C, 2 and D 
means this report would need to be run 5 times). 

2. Select a Sort by Option 
 


