
TINMATCH_Processes_Nov2017  Page 1 of 13 

Please see IRS Publication 2108A for specifics on the use of their Interactive and Bulk TIN/Name 

matching programs. Both require the District to have an IRS e-Services account set up before the 

matching programs can be used.  Specific result codes reported back by the IRS are also detailed in 

that publication.  The IRS webpages for e-Services have been updated since publication of 2108A. 

 

Summary of Steps: 

1. Register on the IRS.gov website for e-Services  (see page 2) 

a. Explore tutorials 

b. Print out & become familiar with IRS Publication 2108A 

2. Run TINMATCH New USAS Program (see page 7) 

a. FTP file to your computer 

3. Upload file to IRS e-Services Bulk TIN Match program (see page 8) 

a. After receiving email notification, retrieve the report from the IRS site. 

b. Print out & date the resulting report  

c. Open the resulting report in Excel and edit with values E (for EIN) or S (for SSN), per 

codes received 

d. Consult W-9’s & vendors where the report code is not 6 or 7 

4. Use IRS e-Services Interactive TIN Match program (see page 11) 

a. Verify new information 

b. Print out screenshots of each Interactive report & staple to vendor W-9 

5. Update your Vendor File with values for the SSN/EIN field per report (see page 12) 

a. If you do not have many to update, enter the values in USASCN/VENSCN for each 

vendor manually 

Or: 

b. Request that HCCA upload the file to update your vendor file  

i. Create a Cherwell Helpdesk ticket & attach the edited file 

6. When ready to enter a NEW vendor in USAS, use the IRS e-Services Interactive TIN Match 

program at that time to verify information. (see page 13) 

a. Verify vendor TIN Type only for those vendors who may receive a 1099  

b. Print out screenshots of each Interactive report & staple to vendor W-9 

7. At the end of each year, examine vendor file for any vendors meeting 1099 criteria that 

have a blank SSN/EIN field (see page 13) 

a. Run F1099 (do NOT create Tape) to look for Error messages 

Or: 

b. Run TINMATCH in PowerTerm  

8. SSN/EIN Field & Merging Vendors in VENCHG (see page 13) 

 

Do NOT hand enter values in the SSN/EIN field in USASCN/VENSCN unless you have used the IRS e-

Services to verify that vendor information either through the Bulk or Interactive programs. 

 

Maintain all Bulk reports and screenshots of Interactive individual verifications in your records.  Those 

reports are your only proof of exercising due diligence in assuring correctness of 1099 Forms. 

 

>>> If even one 1099 vendor (for which you are preparing to issue a 1099) does not 

have the SSN/EIN field completed, you will be unable to submit or print any 1099’s. <<< 
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Register on the IRS.gov website for e-Services.  

 

1. Click “for Tax Pros” 

 

 

2. Click on “Access e-Services” 
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3. Scroll down and click on the “Go” button either for the Registration Services or the 

e_services Secure… 

 

 

4. Choose service at left side of screen. 
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5. Explore the On-Line Tutorials link at the top of the page. Then complete all fields. 

 

 

The information you provide is compared to IRS and SSA records to verify you are an actual 

person and not a computer, and therefore, what you enter must match the information you 

provided on your personal Federal Tax Return, i.e., enter your own Tax ID, not the District’s 

Tax ID. 

 

Confirmation of the Registration will be mailed to your home address. 

Warning! Completing these (address) fields will change your address of record with the IRS. 
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6. Scroll to the end of the registration form & Accept the Terms. 

 

 

 

 

 

 

If you experience any problems registering, call the IRS Help Desk. 
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On-Line Tutorials screen: 

 

 

 

 

 

You can explore these tutorials before completing registration. 

Learn in the Tutorials how to add an authorized or Delegated User, if desired. 

 

>>>It is strongly recommended that all Districts submit a file to the BULK TIN 

Match program before adding any values to the SSN/EIN field in USAS.<<< 

 

Please see IRS publication 2108A for additional details on the IRS TIN/Name 

matching program and the requirements for its use before using the TINMATCH 

program. 

 

Use the TINMATCH program in USAS to generate a file to be uploaded to the          

IRS E-SERVICES BULK TIN Match program. 
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TINMATCH: USAS program 

This is an entirely optional program that may assist those districts which have many 1099 vendors in 

determining the correct TIN type without having to manually review all W-9 forms on file.   

This program creates a file in the format specified by IRS for Bulk TIN/Name matching.  Only vendors 

that have a 1099 type and a 1099 ID, but have no TIN Type entered, will be included in the 

report.  Additionally, the user can optionally decide to only select 1099 vendors with YTD total that 

meet the IRS requirements.   

Using this program is recommended, at least initially, as it may significantly cut down on the number 

of vendors you will need to review and update. 

The names included in the file will be determined in the same manner as the F1099 program.  So, for 

vendors with "1099:" on the second name line, it will strip off the "1099:" and use that name in the 

file, otherwise it will use the 1st name line.  There will also be a prompt for whether you wish to use 

the check name, if that exists.  Answer that the same way you do when running the F1099 program.   

Special characters other than hyphen and ampersand will be stripped from the vendor name included 

in the output file, as specified in IRS publication 2108A. 

 

1. At the Menu prompt in PowerTerm, type TINMATCH 

 

2. Answer the 2 questions just as you would when running F1099, on this single screen 

program.  Press PF1 to Execute. 

 

 

 

 

 

3. View the file TINMATCH.TXT in your PTR 
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Sample TINMATCH.TXT: 

 

 

 

The file contains: 

3 = Unknown (blank field) SSN or EIN 

Tax ID 

Vendor Name 

Vendor Number 

 

4. FTP the file to your computer.  Do not rename the file. 

 

 

 

Upload File to IRS e-Services Bulk TIN Match Program 

Log into the IRS.gov e-Services and complete the Bulk Request screen.   

NOTE:  The IRS.gov website has been updated and the upload screens (which can only be viewed after 

user login) may look different than what is presented below. 
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Upon submission, you’ll see this screen: 

 

 

 

Make note of the Tracking Number.  

When the BULK TIN submission results are ready, you’ll receive an email notice.   

Log back into the system and retrieve the report.  It will only remain available for 3 days, after 

which it will be purged. 
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Sample Bulk report received from IRS e-Services, which will contain no column headers: 

 

 

Open the report in Excel.  The report will contain your upload file information as well as an 

additional column to the right of your data containing a numeric code. 

 

 

1. PRINT OUT the resulting IRS report for your records, noting the date received on it. 

2. If you save the file to your server, make sure to name the file to include the date you received 

the report. 

3. We recommend preserving the data exactly as received.  Copy the worksheet to a 2
nd

 

worksheet within the Excel file.  Sort and add information and notes into the 2
nd

 

worksheet only. 

4. Sort the 2
nd

 worksheet in your file by the column containing the Code.   

5. For vendors with Code 6, change Code to S. 

6. For vendors with Code 7, change Code to E. 

7. For vendors with Code 1 through 5, or Code 8, you will need to consult the W-9 you have on 

file and/or contact the vendor.   

a. Edit your USAS vendor file accordingly (correction to Name and/or Tax ID fields). 

b. Use the Interactive TIN Match program on the IRS.gov e-Services site to individually 

verify the new information.   

c. Print a screenshot of the Interactive TIN Match result and attach it to the W-9, again, 

noting the date that result was received on the printout. 
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Use IRS e-Services Interactive TIN Match Program 

  

Sample Interactive Results screen: 
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1. PRINT OUT a screenshot of the resulting IRS report for your records, noting the date received 

on it. 

2. Attach that printout to the W-9 for that vendor. 

3. Once your vendor files are initially updated, then, for each new vendor you add to your 

system, use the Interactive Tin Match program to look up and verify each individual vendor. 

 

 

>>> If even one 1099 vendor (for which you are preparing to issue a 1099) does not 

have the SSN/EIN field completed, you will be unable to submit or print any 1099’s. <<< 

 

 

Update your Vendor File with values for the SSN/EIN field per report 

1. If you do not have many 1099 vendors to update, enter the values in USASCN/VENSCN for 

each vendor manually. 

Or: 

2. Request HCCA upload the file to update your vendor file.  Create a Cherwell Helpdesk ticket, 

attach your file to it, & request HCCA upload it to your vendor file to update the SSN/EIN field 

in USAS. 

 

 

Sample Upload File saved as csv for USAS: 

 

 

NOTE:  In the above example, column B does not contain a header.   

Due to the USAS TINMATCH program stripping certain characters from name fields and 

using 2
nd

 lines of vendor names containing “1099:” to satisfy IRS formatting and matching, 

you will not want your upload file to modify your existing vendor names.   

To prevent updating the Vendor Name 1 field in USAS, either omit the vendor name 

column completely or simply omit the column header. 

 

 

 

 

 

 



TINMATCH_Processes_Nov2017  Page 13 of 13 

When ready to enter a NEW vendor in USAS 

 

Use the IRS e-Services Interactive TIN Match program at that time to verify information. 

a. Use e-Services TIN Match programs to verify vendor TIN Type only for those 

vendors who may receive a 1099  

b. Print out screenshots of each Interactive report & staple to vendor W-9 

 

 

At the End of Each Calendar Year 

 

Examine vendor file for any vendors meeting 1099 criteria that have a blank SSN/EIN field 

1. Run F1099 (do NOT create Tape) to look for Error messages 

Or: 

2. Run TINMATCH in PowerTerm  

 

 

 

SSN/EIN Field & Merging Vendors in VENCHG: 

 

1.  A mismatch between the 2 vendors on the SSN/EIN field produces no warning & does not stop a 

merge in VENCHG. 

 

2.  The value of the SSN/EIN field on the Merged To Vendor is unaffected by the merge. 

 

3.  To avoid submitting a vendor more than once to the IRS TIN Match program, make sure the 

Merged To Vendor maintains the desired value for the SSN/EIN field after the merge. 

 

Therefore, when merging vendors, not only should the user first ensure in USAS that both vendors are Active 
but must also ensure that the vendors have all the same:  
 

1. Tax ID 
2. Tax ID Type 
3. SSN/EIN Value 

 


