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	Date Created:
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	General Information:
	KAP_Agy_Vendor_Processor security role in SMART is necessary to perform this task.

Requires IRS documents W9 or W8-Ben

Ensure all steps are complete prior to saving.  The supplier record will be locked to agency changes once it is saved and you have exited the record. 


	1.
Enter a SMART Supplier
	Log in to SMART.  

Navigate to Suppliers>Supplier Information>Add/Update>Supplier
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	2.
	Click on Add a New Value 
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	3.

























	Do Not change any of the information on this page.

Click Add
 [image: C:\Users\eboswell\AppData\Local\Temp\SNAGHTML1ae86b5d.PNG]

 



	4.
	If this is a FOREIGN or Federal supplier, skip to step 16



	5. 
Identifying Information tab 
	Enter supplier identifying information.  Several fields have default values.  The highlighted fields must be entered.

Supplier Short Name
· Agency determines the value  
· If it is an individual, recommended format LAST,FIRST 
· Business should be the Company Name
Supplier Name
· Individuals should be formatted FIRST LAST
· Business should be the Company Name
· No punctuation
Additional Name (required if a supplier has a business name different that what is registered with the IRS)
· Business Name if different than the Supplier Name
· Verify with W9
Withholding check box
· Check the box unless the W9 indicates the business is INC, LLC-C, LLC-S, church, university or government related (city, county…), association

To assist in determining if the supplier is withholding should be checked, see the 1099 and Withholding Informaiton Training Guide at this link:

https://smartweb.ks.gov/training/accounts-payable

If unsure if the supplier is subject to withholding, check the withholding box.
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	6. 
Address tab
	Enter supplier address.  Fill in the address from top to bottom as if you were filling out an envelope. The Description of the first address must either be MAIN or CORPORATE

Address 1- Street name and number or PO Box
Address 2- Attn to or other address information
Address 3- USED ONLY FOR MEDICAID PROVIDER ID
Enter the zip code.  The address verification system Clean Address will populate the City, County and State
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If Clean Address does not agree with the address entered, a message will display below the address. You can ignore it if you know that the address is correct. 
[image: ]


	7.
	If the business has more than one address, such as a Remit To address, click on the + at the top right of the Supplier Address area and a new blank Details screen will open.  Enter Remit To or the type of the second address in the Address ID 2 Description. 
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	8.
Payment Alternate Name
	If payments to the supplier needs to be made out to a name other than the Supplier name, such as Supplier Smith Hospitality DBA Comfy Inn, enter the payment name in the Payment/Withholding Alt Name below the address.

Enter name as it should appear on the payment. If  nothing is entered, payments are made out to the Supplier Name entered on the Identifying Information tab.  

DO NOT enter information in the Withholding Alternate Name. 
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	9. a
Location tab 
System Check
	Enter payment method and 1099 withholding on the Location tab.  Locations are in numerical order. The first location is 001, the next is 002 and so on.
· Location: 001
· Description: SYSTEM CHECK. 
Click on the 1099 hyperlink.
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Enter the information used to report withholding to the IRS in the 1099 Information section.  The 1099 and Withholding Information Training Guide and Job Aid can assist in determining the 1099 type and class.  https://smartweb.ks.gov/training/accounts-payable  In doubt, enter 1099 07. Click the + in the 1099 Information section to add more rows if the supplier needs more than one 1099 type and class 
  The 1099 Information section, if reporting is aplicable,
· Entity: IRS
· Type: 1099 for almost all suppliers. Refer to the above link for more detailt.
· Jurisdition: FED
· Default Jurisdication: This box muct be checked on ONE line only. If there is more than one 1099 type/class added, only one can be the default. Use the + to the right of this section to add additional lines
· Class: 07 is the typical. Refer to the above link for more details.
The 1099 Reporting Information section is required even if the supplier is not reportable.  
· Entity: IRS
· Address: 1 (default. Do not change)
· TIN type: S for Social Security Number or F for Federal Employer Identification Number. Individuals are S. Most businesses are F. The W9 will indicate which it is. 
· Taxpayer Identification number; Enter from the W9. Some Federal agencies do not provide a TIN. In this case, enter FOREIGN. See step 14.











	9.b
Location tab
ACH
	ACH is the preferred payment method.  The DA-130 for is used to provide the State with the necessary information and permission to enroll the supplier in ACH.  Attach this form, the W9, and the bank document (voided check or bank letter) to the supplier before you Save. See  17-A-012 Updated Supplier Information Forms (DA-130, DA-130C, and TM-21) (May 18, 2017)

When adding an ACH, ensure that the DA-130 and bank document are valid and complete. See the DA-130 Procedure job aid at https://smartweb.ks.gov/training/accounts-payable
To add another location for ACH, click on the + on the upper right of the Location tab.
A new blank location displays.  
· Location: 002
· Description: ACH***(the last four digits of the supplier bank account).
· Check the Default box as the ACH should be the default location
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The 1099 information (type and class) can be different, however the 1099 Reporting Information (SSN or TIN) must be the same for all locations. 
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	Click on the Payables hyperlink to enter the banking information.
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Open the Additional Payables Options and the Supplier Bank Account Options.
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	Additional Payables Options
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Only enter information in the Additional Payment Information section. 
· Pay Method Options:Specify
· Payment Method: Automated Clearing House
· Ensure the other fields default as shown:
[image: ]

The Additional Payment Information section must look like this. Any other combination will stop the ACH payment from processing.

	
	Supplier Bank Account Options
[image: C:\Users\eboswell\AppData\Local\Temp\SNAGHTML1af356f5.PNG]

Use the DA-130 to enter the banking information. 
· Description: is always BANK ACCOUNT1234 (the last four digits of the bank account number).
· Bank Name= the name of the bank
· Bank ID Qualifier= 001
· Account Type= Check Acct for a checking account,  Time Dep for savings
· Bank ID= the bank routing number. SMART validaes and will error if there is an issue with the routing number. Do not continue if you receive an error.  Contact the supplier.
· Bank Account Number= include any leading zeros and carefuly enter the account number.
· DFI Qualifer: 01
· Double check your entry and use the bank document to verify the informaton entered. 
Click OK to return to the Location tab.

	
10.
Attaching Documents
	Attach W9, W-8BEN, DA-130, Banking information (voided check or bank letter)

Documents can be attached on the location Tab or on the Identifying Information tab. Click on the Attachment link and follow the steps below

[image: ]

Add Attachment

[image: ]

Browse to find the attachment. Click Upload
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Information regarding attachments in SMART: 
· Documents 1MB or greater cannot be uploaded as attachments in SMART
· Multiple attachments are allowed. 
· Avoid attaching documents that do not add value to the transaction. 
· System retention for attachment files is expected to be 3 years. This period may be reduced if storage space becomes an issue. 
Agencies should not rely on SMART as the method for meeting record retention policies.
Informational Circular 16-A-007 covers attachments to SMART




	11. 
Save
	The supplier is now complete, and can be saved.[image: C:\Users\kfowler\AppData\Local\Temp\SNAGHTML150d5d7d.PNG]





	12. 
Messages
	If there is more than one payment Location, SMART requires a reason code.  Scroll to the right and enter NEW LOC for the reason code. 
. 
[image: ]Scroll to the left and click OK.
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	13. 
	SMART creates Supplier ID.

[image: ]

The Central Responsibilities Team must approve the Supplier before it can be used. 

	14. Urgent payments
	Urgent payments that cannot wait for the supplier to be approved the following day, create a Manage Engine Service Desk ticket. Request that the supplier be approved for Urgent Payment.



	15. 
Federal Suppliers
	Federal Government suppliers will not normally have a TIN. Follow the steps above to create the supplier but use the word FOREIGN instead of a TIN on the 1099 link in the Location tab.            
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Return to step 9b.





	16
Foreign Suppliers
	Supplier is to retrieve the W-8BEN form from the IRS web site.
https://www.irs.gov/pub/irs-pdf/fw8ben.pdf
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	Lines 
1–4












	Supplier will complete form to the best of their ability
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	Lines
5-10











	Supplier may or may not complete these areas.

[image: ]
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	Certification


















	Supplier must sign and date Certification section.
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	17.
Creating the Foreign Supplier

	Navigate to the Supplier Table:
Suppliers>Supplier Information>Add/Update>Supplier
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	Add a New Value tab: Click Add
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	Identifying Information tab
Enter Supplier Name, Additional Name (if applicable), and Supplier Short Name as if this were a supplier with a US TIN (SS#, FEIN). 

Leave the Withholding box unchecked

[image: ]


	
	

Clean Address does not verify foreign addresses.  Enter address into SMART as best as you can.  Click on the magnifying glass to retrieve a particular country’s address template.
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	Look Up Country
Country:  Key one to three letters of the country code to narrow the search for the country.  
[image: ]

Description: search by all or part of the country name to select the country.
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	Selecting the country from the Look Up Country search will load the address template for that country. 
· Description: MAIN
· Details: Enter the address from line 3 of the W-8BEN form
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	Location tab
Location: 001
Description: System Check
Click on the ‘1099’ link
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	Withholding Supplier Information

1099 Options: leave the 1099 Information line blank
1099 Reporting Information:
· Entity: IRS
· Address: 1 (defaults in)
· TIN Type: F (Federal)

Taxpayer Identification Number: If Line 5 of the W-8BEN is blank, enter ‘FOREIGN’ 

[image: ]
Click on OK to save record.





	
	Location tab

SMART returns to the Location Tab. Make sure to Attach the W8-Ben. See step 10.

[image: C:\Users\kfowler\AppData\Local\Temp\SNAGHTML150d5d7d.PNG]

Entry is complete.  Click Save.





	18. 
Messages
	If there is more than one payment Location, SMART requires a reason code.  Scroll to the right and enter NEW LOC for the reason code. 
. 
[image: ]Scroll to the left and click OK.
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Error message

Entering Taxpayer Identification Number (TIN) as FOREIGN, generates a message regarding a duplicate TIN has been detected.
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Click on OK.

Error Message

An additional error message will pop up.  This one advises there are duplicate records which are INACTIVE with FOREIGN as the  Taxpayer Identification Number (TIN). Click on OK to close the message.
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	19.
	SMART creates Supplier ID.

[image: ]

The Central Responsibilities Team must approve the Supplier before it can be used. 


	20. 
URGENT payments only
	For urgent payments that cannot wait for the supplier to be approved the following day, please create a ManageEngine Service Desk ticket. Request that the supplier be approved for Urgent Payment.
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