SABHRS ACCOUNTS
PAYABLE FUNDAMENTALS

O




SERVICES PROVIDED BY WARRANT
WRITER UNIT

RVIE




AP Help Desk

Maintenance of the payee vendor file
Issuance and distribution of state warrants
Warrant Cancellations and Replacements
Electronic Fund Transfer (EFT) rejects
Stale-dated warrant replacements
1099-MISC income tax forms



Every voucher is issued to a vendor in exchange for products and services received from
that vendor

A vendor can be a person, a business, a governmental entity, an employee, etc.

A vendor may have a number of people associated with the business and to whom you
may issue a voucher

The SABHRS system stores information about vendors, including name, address, Tax
Identification Number (TIN), physical location, bank information, 1099 information, an

much more



_ _ Vendors>Vendor Information>Add/Update>Vendor
Enter the information known about

(=} https./sabhisi.mt.gav! psp/fspr/ EMPLOYEE/ERP/c/CREATE PAYMENTS.EFT PYNGlrd O+ @ &

the vendor and click the search button  « s - gue

4 2 Report Manager ] Montana's Official State ... 2] MINE - Montana Informat... |18l Sugqgested Sites ¥ 2] Web Siice Gallery = [ DocDirect for the Internet

| Favarites = ‘ Main Menu~=  » Vendors = » Vendor Information = » Add/Update = > Vendor
e = qT Home | AddtoFavortes | Sign out
To narrow the search, itis

Hesw Window | 0,
Vendor Information
reCO m m e n d ed th at yo u e nte r as m u C h Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | AddaNew Value

@ Search Criteria

criteria as you can = e 2

If you don’t have the vendor ID, the b B _

[inciude History [] Correct History [ Case Sensitive
Limit the number of results to fupto 300% 300 |

Vendors TI N Wi“ yield the best results Search | Clear |BasicSearcn [E] Save Search Criteria

Find an Existing Value | Add a New Value

Enter the TIN in the box under Find
an Existing Value and press the search

button




Identifying Information

| Identifying Information || Address || Contacts || Location

SetiD: STATE *Vendor Name 1: [WARRANT WRITER UNIT
Vendor ID: MNEXT Vendor Name 2: |
*Vendor Short Hame: [unIT WRITE Withholding O PPlus

*Classification: [outside Party Check for Duplicate Open For Ordering [ | Allow PPlus Override

HCM Class: | I VAT Registration | PPlus Amt Override

*Persistence: | Regular Financial Sanctions edit | I ' PPlus Email

*Vendor Status: [#pproved

Expand All Collapse All

Wendor Relationships

[ corporate Vendor [ interunit vendor
Corporate SetlD: |STATE InterUnit Vendor ID: |

Corporate Vendor ID: JnEXT

Create Bill-To Customer

[ create Bill To Customer

I Additional ID Mumbers

| b Duplicate Invoice Settings

| ~ Government Classifications

EEO Certification Date: [CJHUB Zone

Government Sources Find | View Al First 4 1 or1 [ Last

=

*Certification Source: |w9 Request for Taxpayer ID Mumber and Cerification

Government Classifications Find | Wiew All First = 1of1 ] Last

Effective Date: 0412712015 Certification NHumber: =

Certificate Begin Date: [ Certificate Expiration: |3
*Government Classification: ":)8 Government

| b Standard Industry Codes

| [> Additional Reporting Elements

| [> Financial Sanctions Status

| I Comments




Address Tab

| ldentifying Information | Address || Contacts || Location

SetiD: STATE
Vendor 1D: MNEXT Short Vendor Hame:

Vendor Address

Address ID:

Description:

Find | View All

FE

First (4 1 of 1 [B] Last

Details

Effective Date: 0412712015 |[5]

Country: Q United States
Address 1: |12‘.34 NOT YOUR ADDRESS

Address 2: [

Address 3: [
City: |WHERE EVERVILLE |

County: | |

State: Q Mew Hampshire

Find | View All

Email ID: [WARRANT_FOR_YOUR_ARREST@MT.GOV

Email EFT Advice

<= PaymentM\WVithholding Alt Mames

Payment Alternate name

Hame 1: |W.|KRRANT WRITER UNIT AND

Name 2: [sHOW ME THE MONEY]

Withholding Alternate name

Withholding Hame 1:

Withholding Hame 2:

First (4 1 of 1 [E] Last

Phane Information

Type

Personalize | Find | view Anl | (2 | First (4 1 of 1 [ Last

Telephone Extension

Business Phone

EHE

FHE




Location Tab

_ Identifying Information || Address || Contacts || Location

Setll: STATE

Vendor 1D MEXT Short Vendor Hame:

Avendor location is a default set of rules which define how you conduct business with a vendor.

Location

11234

Default RTV Fees

*Location;

Description:

Find | View All

First (4 1 of 1 [ | ast

[+] [=]

Details

ar2ar0%5 |53

*Effective Date: Effective Status: | Active v

Find | Wiew All

First L4 1 o1 B L ast

[+[=]

Expand All

Collapse All

Options: Payables Procurement Sales/Use Tax

1099

b Additional ID Numbers

| - Comments

| [ Internet Address

| b VAT

| ExpandAl Collapse Al




SABHRS VENDOR RECORD
NAME
TAX ID NUMBER

A

AN
AN

ADDEESS LOCATION
Altemate names Additional Add.resses‘ email addresses Bank Infonmation | | Mo EFT payments




Review Vendors

‘Review Vendors
Search Criteria

*SetlD: STATE

Vendor ID:

Name1: Begins with

Shorthame:

Name 2: Begins with

Payment Alt Hame1:

Vendor Status:

Payment Alt Hamez2:

Sanctions Status:

L

Beqgins with W

Beqgins with W

Begins with W

Begins with

Postal:

Withholding Tax ID:

Bank Account #

usAJQ
[ &
[ ]

Search




The Vendor Form!

B DEPARTMENT OF ADMINISTRATION
ACCOUNTING BUREAU

O Name
(O Tax 1D Number.

8 Tax ID Number: (mustbe 9 dgls) 1 | 1 | 1 1 | 1 | 1 hype.ssn mFEN

o)
Line1
Line2 B
10) Address: (imied to 45 characters perine)
Une1
UneZ I

[ Staterovince [ Postal Goce
| Pnane Number (options) F




Click on Accounting Forms (top left of page)

Department of

ADMINISTRATION
N MONTANA

EUREAU WEBSITES

FORMS /
« Accounting Forms

« EFT Authorization Form

* FY14 Lease Schedule

* |Lease Amortization Schedule
= PCU Questionnaire




Then scroll down all the way to the bottom

(Sign Up Form)

* Warrant Form (Revised 5/2007)
(Agency Request for Copy of Cashed Warrant)

* Warrant Form (Revised §/2007)
(Agency Request to Iniiate Warrant Replacement)

* Warrant Form (Revised 6/2008)
(Agreement to Indemnify and Hold Harmless)

* Warrant Form (Revised 10/2011)
(Express Warrant)

* Warrant Form (Revised 11/2012)
(Stale-Date Interunit Journal Request)

. W F sed 10/2011
(Stale-Date Warrant Replacement Affidavit)

* Warrant Form (Revised 5/2007)
(Warrant Cancellation)

« Warrant Form (Revised 10/2014)
(WAW Agreement to Indemnify and Hold Harmless)




A TIN WILL BE REQUIRED ON ALL PAYMENTS, REFUNDS, OVERPAYMENTS OR

PAYMENTS EXEMPT FROM 1099 REPORTING

EXCEPTIONS ARE FOREIGN VENDORS IDENTIFIED WITH AN ENTITY TYPE OF 99 AND IF

THE PAYMENT QUALIFIES AS A SINGLE PAYMENT VENDOR VOUCHER (SPVV)
THE VENDOR NUMBER MUST BE SYSTEM GENERATED, IT CANNOT BE A TIN

WHEN SENDING A W-9 (OR EQUIVALENT) TO THE WWU, PLEASE VERIFY THE FORM

HAS BEEN FILLED OUT CORRECTLY

OTHER AGENCIES MAY BE USING THE SAME VENDOR, PLEASE MAKE SURE TO MARK
THE FORM IN A MANNER THAT CLEARLY STATES WHERE THE VENDOR SHOULD

RETURN YOUR REQUESTED DOCUMENTATION



Vendor File Format

O




 ALL VENDORS WILL BE MARKED FOR WITHHOLDING

» VENDORS WILL BE MATCHED BY THE TAX IDENTIFICATION NUMBER (TIN); THEREFORE
THE TIN IS REQUIRED FROM THE AGENCY THAT IS REQUESTING THE CHANGE OR
ADDITION OF THE VENDOR

 ONLY ONE VENDOR WILL BE SET-UP PER TIN

e IF THE TIN PROVIDED DOES NOT MATCH TO AN EXISTING STATE VENDOR TIN, A NEW

VENDOR WILL BE CREATED WITH THE INFORMATION PROVIDED



DEPARTMENT OF ADMINISTRATION VENDOR
ACCOUNTING BUREAU INFORMATION
PO BOX 200102 FORM
HELENA, MT 528620-0102

Attach sppropriate documentation. Questions please contact Warrant Wiiter. Phone: 4443092 Fax: 44428412

1) Business Unit: 2) Agency Contact: Yoice

Fax

3) E ADD NEW VENDOR 4) O MAINTAIN EXISTING VENDOR ID:

6) Change: (Frovides info to be removedichanged & Fill in correctinew
Jiglie)]

[ Address O Address ) Mame
O EFT Bank Infao [ EFT Bank Infao [ Tax ID Mumber

8) Add: (to existing vendor)

T) Special Instructions andior Information to be Removed: (address, last 4 digits of bank account, nams, eic)

8) Tax ID Number: (must be 9 digits) | | Type: OSSN OFEIM

9) Vendor Name: (imied to 40 characters perling)
Line

Line2

10) Address: (limited to 45 characters perlinz)
Line1

Line2

Line3

City State/Province Postal Code

Country Phone Mumber (optionsl)

O Alternate Payee Name (cptional on additiona! Addresses only)
Line

Line2

11) £ EFT BankInformation Attached (Voided Check or & Deposit form signed by Bank)
O E-Mail Address for EFT Payment Advice: (*E-mail stored on Address *EFT Bank stored on Location)

12) Agency Authorized Signature Title Drate
Authorization

To Be Completed by Department of Administration

D ofA Approved Authorized Signature | AssignedWVendor D
Approval Mot Approved

REVISED 372012




Enter the voucher, either manually or through integration with another module

(ex. purchase order) and save

Edit the voucher for accuracy in amount and distribution (accounting coding)
Submit the voucher for approval

Supervisor approves the voucher

The voucher is picked up through nightly batch processing, budget checked (if not

done previously), and posted
Payment warrant issued to the vendor(s) daily

Account activity is posted to the General Ledger

See also the User Guide for Entering a Voucher:
SABHRS Doc.>Financials>User Guides>AP>AP Enter Regular Voucher



Reqular:

Standard voucher style and is selected as the default

Type you would select to enter a purchase order or multiple vendor

voucher

Template:

Allows user to create a model voucher that can be used multiple times
Reduces keystrokes and promotes efficiency

You can create a template voucher with the accounting coding in place
so that each month when payment is due, only the invoice date and

number are needed.



REVERSAL:

REVERSAL VOUCHERS CREATE A VOUCHER THAT REVERSES EXISTING
ACCOUNTING ENTRIES AND BACKS OUT ENCUMBRANCES

SINGLE PAYMENT VENDOR:

VOUCHER THAT IS A ONE-TIME PAYMENT TO A VENDOR WHOSE INFORMATION
WILL NOT BE STORED IN THE SYSTEM

PAYMENT AND ALL RELATED INFORMATION WILL BE STORED, BUT THE VENDOR
IS NOT CREATED FOR FUTURE USE

VERY FEW AGENCIES HAVE ACCESS TO ENTER THESE TYPES OF VOUCHERS
USED FOR NON-REPORTABLE PAYMENTS

ACCOUNTS PAYABLE>VOUCHERS>ADD/UPDATE>REGULAR ENTRY



Regular Voucher

(Z2 Regular Entry

File Edit Wiew Favorites Tools

Help
% @Convert ~ [P Select

9 & Report Manager £ Montana's Official State... £ MINE - Montana Informat... [I» Suggested Sites » &7 Web Slice Gallery = [#] DocDirect for the Internet

Favorites ~ | Main Menu~ > Accounts Payable - > Vouchers ~ > Add/Update ~ > Regular Entry

9 Home | Addto Favorites | Sign out
M7 Search =
B H

Mew Window | ,
Voucher

| Find an Existing Value

| Add a New Value |

Business Unit:

Voucher 1D:

Voucher Style:

Short Vendor Hame:
Vendor ID:

Vendor Location:

Address Sequence Number:

Invoice Number:

Invoice Date:

Gross Invoice Amount: 0.00

Estimated No. of Invoice Lines:

Add

Find an Existing Value | Add a Mew Value

‘ ACCOUNTS PAYABLE>VOUCHERS>ADD/UPDATE>REGULAR ENTRY




Business Unit — (Required) will
display your agency’s 5-digit identifier
by default

Voucher ID — System will assign
this number automatically, but you
can enter a specific value if your
agency is not using automatic
numbering

Voucher Style — Will appear by
default as Regular Voucher
Vendor ID — (Required) Unique
number assigned to each vendor.
Vendor Location — Used for
vendors with multiple payment

methods and banking information

/& https://sabhrsi.mt.gov/psp/fspr/EMPLOVEE/ERR/c/REPORT_MANAGER. CONTENT.

L~ 8¢ | Eregularentry

File Edit View Favorites Tools Help

x @Convert v [ Select

75 &) Report Manager &) Montana's Official State... @] MINE - Montana Informat... [B] Suggested Sites = ) Web Slice Gallery ~ [&] DocDirect for the Internet

Favorites ~ ‘ Main Menu~ > Accounts Payable ~ > Vouchers ~ > Add/Update ~ > Regular Entry
Home

MT

Search

SABARS

VYoucher

| Find an Existing Value H Add a New Value |

Business Unit: Q

Voucher ID: E

Short Vendor Name: :q
Vendor ID: |:|q
Vendor Location: l:lq

Address Sequence Number: 0Q
Invoice Humber: ‘ |

Invoice Date:
Gross Invoice Amount:

Estimated No. of Invoice Lines:

Add

Find an Existing Value | Add a New Value

Add to Favarites Sign out

New Window |




= ADDRESS SEQUENCE NUMBER

(23 itps://sabihis mt.gow psp/fspr/ EMPLOYEE/ERP/c/REPORT MANAGER.CONTENT I 0 = @ & | © requiarentry

— IDENTIFIES THE ACTUAL PHYSICAL T e
% @Convert ~ [ Select
LOCATION OF THE VEN DOR. % 2] Report Manager ] Montana's Official State .. 2 MINE - Montana Informat... [ Suggested Sites = &) Web Slice Gallery =[] DacDirect for the Intermet

Favorites = ‘ Main Menu= > Accounts Payable = 5 Vouchers = > Add/Update ~ > Regular Entry

= INVOICE NUMBER — (REQUIRED) oy

Home | AddtoFavartes | Sign out

New Window | T,

ENTER THE NUMBER DISPLAYED ON THE Voucher
VENDOR INVOICE, OR ENTER A NUMBER Eind an Exstng value | Add a Hew Valug
OF YOUR CHOOSING. — el
Voucher Style: Iﬁgmarvuumer L4
Short Vendor Name: | Q.
= INVOICE DATE — (REQUIRED) Vend _ a
:::vu:‘:: :::::Ime Humber: [ g “
ENTER THE DATE REFLECTED ON THE ——— -
Invoice Date: |}
INVOICE OR ANOTHER DATE OF YOUR T = =
CHOICE. ENTERING “T” IN THE DATE -

FIELD WILL POPULATE THE FIELD WITH

Find an Existing Value | Add a New Value

TODAY’S DATE

= GROSS INVOICE AMOUNT —
ENTER THE GROSS AMOUNT REFLECTED
ON THE INVOICE, INCLUDING SHIPPING,

TAXES, FEES, AND OTHER INCIDENTALS



Invoice Information Page

New Window | B
I Invoice Information || Payments || Payment Advice

Business Unit: 61010 Invoice No: “ O Payments are Confidential

Voucher ID: NEXT Invoice Date: [ |H Budget status: ® Payments not Confidential

() BU is Confidential
Voucher Style: Regular Voucher Accounting Date: 04/20/2015 Ej L5 Onia

Vendor ID: Q
ShortName: Q

Location:

Comments(0)
*Address: I
0.00

Advanced Vendor Search

Invoice Lines:

*Pay Terms: Q Due Now Frint Invoice

Copy From Source Document

Total:

. PO Unit [ Ja
Difference: 0.00
PO Number: [ &
Calculate

Copy From: | Maone

Invoice Lines

Line: item: L @uom
*Distribute by: Unit Price: Quantity:
0.00

Ship To: Line Amount:
SpeedChart: Q Multi-Speedcharts Description: |

[Jone Asset

Calculate

= Distribution Lines
GLChart || Exchange Rate || Statistics || Assets |

| | | | | | | |
| | Cop_':; Line Amount IQuanti‘ly l‘GL Unit Account IOpenIlem IOper Unit Fund
Dow | | | |

|
IOrg

BEE o 000] | [1010]e | & | la [Ja [_a |




Payments Page

Invaice Information || Payments || Payment Advice || Summary

Total Amount: .

I FPayment Method

‘Bank: 028 Account: CHK

Form Type

‘ ® pailer ) Non-Mailer ) PPlus

| Payment Method

‘ ® Check OFErr

Separate Payment:

Payment Inquiry

Scheduled Due:

net Due: N

Accounting Date:
Schedule Payment

Payment Options

Hold Payment: [ |

Action:  Schedule Payment

Payment Date: _
Reference: _

Hold Reason: |

Vendar Bank Payment Comments(0)

Business Unit: 61010
Voucher ID: [ o e IUU— Schedule Payments
Voucher Style Regular Due Naow
| -
Payment Information Find | View All First X1} 1 of 1 [ Last
Payment: 1 =]
* . .. Payment Advice
Remit to: I_ = Gross Amount: I EN UsD
Location: [oooo01
*Address: |5




Payments Advice Tab

Home | AddtoFavorites |

New Window | &

| inveice Information | Payments | Payment Advice |

Scrall Area Find | ViewAl  First [ 1 or1 B Last

Unit: 61010 Invoice: Vendor:
Voucher:  NEXT Date: 1D:

Return to Vouch er

Payment Message: Payments: 1

B Save | [ Notiy || Refresh | B Add || Updatelisplay

Invoice Infarmation | Payments | Payment Advice




Once the voucher is saved, the system assigns a voucher ID and the
Summary tab appears. The Summary tab displays information about the
status of the voucher. This includes vendor information, invoice number,
entry status, pay terms, approval status, the user ID of who entered the

voucher, when and who last modified it.

Hot Tip: To add another voucher, it is not
necessary to re-navigate to the voucher
entry page. Simply click the Add button to
display a new voucher header page and
begin entering the necessary information.




In order for a payment to be issued, the voucher must be approved, budget
checked, and posted
First navigate to the voucher approval page:

Accounts Payable>Vouchers>Approve>Approve Voucher
Conduct a search for vouchers that need to be approved
Business Unit is a required field
You can enter other known information about the vendor, or leave the

remaining fields blank to search for all unapproved vouchers

There are system edits in place to prevent a user from
approving a voucher they have entered. An error
message will be displayed if this is attempted.



To budget check a voucher online, navigate to the voucher entry page
Accounts Payable>Voucher>Add/Update>Regular Entry

Click the Find an Existing Value tab or link and search for the desired voucher

Budget Status:

Click the Budget Check icon to begin budget checking the voucher

If the voucher fails budget checking, the Voucher Budget Exception icon will

appear

A payment will not be issued for any voucher with a Budget Status of Error

Note: Although the voucher has been budget checked and has a valid
status, the chart fields are still active and editable! Changing a chart
field value after the voucher has achieved a valid budget status will
require the voucher to be budget checked again.




DOCUMENTATION TO SUBMIT TO
WARRANT WRITER UNIT WITH YOUR
REQUESTS




VENDOR FORM
W-9/W-8 (IF FOREIGN)
INVOICES

DIRECT DEPOSIT FORM OR VOIDED CHECK WHEN
ADDING/CHANGING EFT INFORMATION

SEE MOM SECTION 330 — WARRANT WRITER UNIT
POLICIES PROCEDURES



SABHRS !/ Time Entry

Click Image Below to Sign In

MT

DOJ HHS LEG User Sign In

MONTANA INFORMATION NET

Programs Personnel | Benefits

Announcements

o State ITSD Aprl 2015 Maintenance Weekend
o Updated MCA 2014 Desktop Application

MINE eCalendar Events

2 Remote Management

© CANCELLED Effective Meetings
2 SITSD - Maintenance Weekend
2 SITSD - Maintenance Weekend
© Office Communication

MINE News

Search MINE

Search

How do ... 0

Featured Links

2 Citrix | ogin

2 QOutlook Web Access

2 SABHRS Documentation
2 Statewide eCalendar
a - - ||.

,’f ontana Operations
Manual(MahA) /
2 ool

Tax Tips From Your MT Department of Revenue

As the Apnl 15 tax filing deadline approaches, the M
Revenue would like to offer some tips for filing your
taxes. We're here to make tax filing as easy as poss

ICCW Seeking Mominations for 2015 Excellence in |

Do you know or work with somebeody who is a leade
recognizes the value of women in the workplace, an
move forward? Someone who makes a difference in
every day?

April is Mational Distracted Driving Awareness Mont

One text or call could wreck it all. Remember to kee
road.

American Red Cross Emergency Request
The American Red Cross issued an emergency req




| o MONTANA OPERATIONS MANUAL (MOM)

| MONTANA

| MONTANA OPERATIONS MANUAL (MOM)

The Montana Operations Manual, or MOM, contains policies, procedures, and standards applicable to the internal operations of Montana state
government.

Click Here to Access the Montana Operations Manual é—‘




Site: MONTANA OPERATIONS MANUREER: SR 210 12

Type  Ref# Title A Ver#
Arrange by: P YR ¥R viLe ¥ [
Categories V| Ph - % 1940 noseton :
- os3ary
e Eﬁ%ﬂﬁh g (28) e - B 168 302 Governmental Accounting Oven. 6
) Budget - - B 169 310 Balance Sheet Accounts ]
R Enn_t@nuity, Eme_rgency anq Safety - B 66 311 Fund Equity 4
) Faciliies/Security/Leases (4) -
@ General Government (1) v 173 316 Expense Account Categories 2
€ Human _Resuun:esf Emp!ﬂ-yrfae Be - B 174 317 Disaster and Emergency Expent 3
O Pomation Tecnongy ~&] 175 313 Miscellaneous Expenditure Topi 3
© Print and Mail Services (2) . B 176 320 Revenues Receivables Debt 3
® Procurement (10) _ - wm| 177 321 Revenue Accounts
) Risk Management/insurance (5) :
© Surplus Property (1) -m| 178 325 Cash Accounting
€ Travel (3) ~dm| 179 326 Non-Treasury Cash Accounts

v 180 330 Warrant Writer Unit Policies Pr 2




QUESTIONS?....cveen THANK YOU!

O




