	Instructions for WWU Forms	2016


General Notices and Reminders 
· Please avoid sending confidential information such as social security numbers via e-mail.
· If a vendor returns a completed form to your agency please use the E-Pass File Transfer Service to send it to the WWU at WarrantWriter@mt.gov.
· All forms below can be found on our Accounting Forms page. 

201 – Vendor Add 
· [bookmark: _GoBack]Verify the documentation (W9-W8) provided by the vendor to ensure it is complete and correctly filled out. Make sure they have selected an entity type, this often gets over looked. 
· Navigate to the vendor screen -  Main Menu > Vendors > Vendor Information > Add/Update > Vendor
· Enter the tax ID information from the W9 or W8 into the field labeled Taxpayer Identification Number click search. If nothing pulls up you are ready to request a vendor add. 
· Navigate to 201 - Vendor Add  
Required Fields Include: 
1. Business Unit 
2. Agency Contact & Phone number 
3. Tax ID Number & Type 
4. W9 – W8 Attached (pick one)
5. Vendor Name 
6. Address from W8 or W9
11.  Agency Authorization 
Optional Fields Include:
7. Alternate Payee Name – Only used in special cases 
8. EFT Bank Information – Attach a voided check, bank letter or EFT enrollment form. 
9. If you are going to pay by EFT you must provide an email address for the advice to be sent to. 
10. Any special instructions required for unique circumstances 

· Submit the completed vendor form by file transfer service send to warrantwriter@mt.gov or fax it to our office at 406-444-2812.
202- Vendor Update
· Verify the update you are requesting has not already occurred. Often a vendor does business with multiple state agencies, and someone has already requested the change. 
· Navigate to the vendor screen – Main Menu > Vendors > Vendor Information > Add/Update > Vendor
· The tabs you will see are Identifying Information, Address, Contacts, and Location. 
· Identifying Information includes:
a)  Name 1 – Payee name on warrant when printed, if no alt name in the address selected.
b) Vendor Status - determine if a vendor is in an active status and eligible to receive payments 
c) PPlus vendors will have a check mark in the PPlus box and payment type will default to this method of payment unless changed when creating the voucher. 
· Address:
a) Address 1 is for 1099 mailings, this address can only be updated with a new W8 or W9. 
b) If your vendor has more than one address you can scroll through to view the options currently available. Make note of the address number as you will need it when creating the voucher. 
c) The effective date on each address will let you know how long it has been in the system
d) An address can be active or inactive. If an address is no longer valid you can request to have in inactivated. 
e) Alt Names – Each address has an option for an alt name you will need to open this field to view the information associated with each different address. This information will dictate the payee information on the payment. 
f) Each address has an email ID field for sending EFT information to the payee. If you make EFT payments to your vendors this is very important. The payment will only have State of Montana on the bank statement this makes it difficult for vendors to identify payments. 
· Location:
a) Locations can be viewed to determine bank account information. The description section at the top of the screen will have the last 4 digits of the bank account. You must verify the account information with the payee before issuing EFT payments. 
b) The effective date will let you know how old the information is. 
Required Fields Include: 
1. Business Unit 	
2. Agency Contact & Phone
3. Vendor ID
4. Select the type of documentation 
6.    Update Requested
13.  Agency Authorization
· Fields 5-12 will be dictated by your request. 
· Changing a vendor name will require a new W9/W8
· Changing address 1 will require a new W9/W8
· Adding/changing an address/email will require some form of documentation; invoice, return mail stamp, new W9/W8, written request from the vendor, or email request from the vendor. 
· Updating EFT information will need to be accompanied by a voided check, letter from the bank, or EFT sign-up form. 
· Submit the completed vendor form by file transfer service send to warrantwriter@mt.gov or fax it to our office at 406-444-2812.






211 – WAW Reissue 
· The WAW Reissue is for Universities only.
· The Payment must be valid, meaning not stale-dated, cancelled, cashed, or already reissued. 
· Navigate to 211 - WAW Reissue and fill in the required fields that will be designated in red. 
· Email or mail to vendor 
Required Fields Include:
1. Date
2. Payee Name 
3. Warrant Number 
4. Amount of Warrant
5. Business Unit that issued the payment
6. Account 
7. Fund 
8. Per – Preparers First and Last Name 
9. Phone Number of preparer 
212 – Standard Reissue  
· The Standard Reissue is for most State Agencies requesting a warrant replacement. 
· The Payment must be valid, meaning not stale-dated, cancelled, cashed, or already reissued. 
· Navigate to 212 – Standard Reissue and fill in the required fields that will be designated in red. 
· Email or mail to vendor
Required Fields Include: 
1. Date 
2. Payees Name 
3. Warrant Number 
4. Amount of Warrant 
5. Business Unit 
6. Per – Preparers First and Last Name 




215- Stale-Date Replacement
· Used to reissue checks to vendors that have gone stale-dated in SABHRS.
· The warrant must be in a stale-dated status viewable at MT Payment Inquiry and should not already be reissued to the vendor or agency by IUJ. This can be verified by looking in the status and comment sections. If the check is in an abandoned status direct the vendor to DOR Unclaimed Property. If the comments are blank, and the check is in the stale-dated status it can be reissued. To get to MT Payment Inquiry the path is; 
Main Menu>Accounts Payable>Review Accounts Payable Info>Payments>MT Payment Inquiry
· Navigate to 213 – Stale-Date Replacement 
· Fill in the required fields designated in red under To Be Completed by Agency Representative. 
· Email or mail to vendor
Required Fields Include:
1. Business Unit – From voucher 
2. Voucher ID
3. Reference ID (warrant number)
4. Issue Date
5. Vendor Number
216- Stale-Date Interunit Journal
· Used to request moving of funds between agencies.
· The warrant must be in the stale-dated status viewable at MT Payment Inquiry and should not be in a status of abandoned or already reissued to the vendor/agency. This can be verified by looking in the status and comment sections. If the comments are blank, and the check is in the stale-dated status it can be reissued. To get to the MT Payment Inquiry the path is; 
Main Menu>Accounts Payable>Review Accounts Payable Info>Payments>MT Payment Inquiry 
· Navigate to 214 – Stale-date Interunit Journal
· Fill in the required fields designated in red.  
· Send to the WarrantWriter@mt.gov by E-Pass File Transfer Service or fax it to (406)444-2812 
Required Fields Include:
1. Business Unit – From voucher 
2. Agency Name
3. Voucher ID
4. Warrant Number
5. Issue Date
6. Warrant Amount
7. Stale-dated date
8. Payee Name
9. Reason for requesting funds to be returned
10. Agency Requester



221 – Warrant Cancellation
· Used to cancel an outstanding warrant that has been lost/destroyed/stolen. (Do Not Use for Stale-dated Warrants)
· Navigate to 221 – Warrant Cancellation and fill in the required fields that will be designated in red. 
· Send to the WarrantWriter@mt.gov by E-Pass File Transfer Service or fax it to (406)444-2812 
Required Fields Include:
1. AP Business Unit
2. Voucher ID
3. Warrant Number
4. Issue Date
5. Warrant Amount
6. Payee Vendor ID
7. Payee Name
8. Agency Contact
9. Business Unit, Fund, and Account (Only Universities)
10. Reason for the cancellation
11. Agency Authorization

222 – 1099 Duplicate/Correction
· Used by agencies to request a duplicate copy of a 1099 or correction per vendor request
· Navigate to 222 – 1099 Duplicate/Correction and fill in the required fields that will be designated in red. 
· Send to the WarrantWriter@mt.gov by E-Pass File Transfer Service or fax it to (406)444-2812
Required Fields Include:
1. Business Unit
2. Agency Contact
3. Phone Number
4. Tax Year
5. Vendor Number





223 – Express Warrant
· Used when a warrant needs to be created same day. (Request MUST be in before 1pm.)
· Navigate to 223 – Express Warrant and fill in the required fields. 
· Send to the WarrantWriter@mt.gov by E-Pass File Transfer Service or fax it to (406)444-2812
Required Fields Include:
1. Business Unit
2. Agency Contact
3. Agency Phone
4. Payee Name
5. Set ID
6. Voucher ID
7. Vendor ID
8. Location
9. Warrant Amount
10. Reason for Warrant
11. Agency Authorization (Printed Name, number, and signature)

224 – Copy of Cashed Warrant
· Used when an agency needs to obtain a copy of a warrant image via the US Bank single-point website. 
· Navigate to 224 – Copy of Cashed Warrant and fill in the required fields that will be designated in red.
· Send to the WarrantWriter@mt.gov by E-Pass File Transfer Service or fax it to (406)444-2812 
Required Fields Include:
12. Business Unit
13. Voucher ID
14. Vendor ID
15. Payee Name
16. Reference (Warrant Number)
17. Issue Date
18. Warrant Amount
19. Cashed Date
20. Agency Contact
21. Agency Number
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