INDEPENDENT CONTRACTOR NEW HIRE REPORT INSTRUCTIONS

The State of Ohio is requiring all employers to submit a report similar to the New Hire Report
from Payroll for any Independent Contractor that is paid through Accounts Payable and
expected to receive $2500.00 or more. Please refer to the Ohio New Hire Reporting Center Web
site at https://oh-newhire.com/reporting fundamentals for specific information regarding

reporting requirements.
Following is a method to track these vendors in the CMI FINX application.
On the Product Tab, enter IC in the Product Level 1 field.

Vem:lurl Cunta::tsl Balances Product | Remarks I Addresses I Group | 1098Address

04998 CMI
Product Level 1 | Product Level 2 ‘ Product Level 3

Delete Row | Append Row | Insert How



https://oh-newhire.com/reporting_fundamentals

A UDR Report can be built to track these vendors. Following is a copy of the UDR screen:

[T] User Defimed Report Maimeemance ==

Report key |[MODCOMT Report title IINDEF‘ENDENT COMTRACTOR MEW HIRE REPOR1

L]l

Repon Descipion. [(LAIETEIIEED (6 HEC PO On -
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Available fields Selected for sort
Ln# Fields Desc | Len | i Delete Row | Fields Explode | Descending
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2 YND  Vendort 5 |5 MI FRODT O O
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4 ADDRESS  Address 30
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v Cs City & shate 25 * Print Table
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13 ¥TD§  YTD§ 13 Delete | vTD% O o O

14 LYTD$  LYTD$ 13 - FROD1 O | O
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Use the following restrictions.
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After the information is submitted for a Vendor, go back into the Vendor Maintenance Product tab and

enter some code in the Product Level 2 field to indicate that this Vendor has been previously reported.
The sample uses the word SENT and the year.

"u"endnrl Cnntac:hs.l Balances Product | Remarks I Addresses | Group I 1089Address
04998 CMI

Product Level 1 | Product Level 2 | Product Level 3

IC SEMT 201
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