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HOW THE AP PROCESS WORKS
— INTERFACING INTO SABHRS

O




Your agency uses its own computer system to maintain
your vendors and enter payments.

Your agency sends a file from your system to SABHRS of
all payments to be issued each day.

The information that is sent with the payment voucher to
be processed is what determines how the payment will be
Issued. Name, address, tax ID number, bank account
Information, email address, etc. Nothing is changed from
what is sent in your file. If the information you send is not
already in the SABHRS vendor record then it will be added.



How payments interface — part 1

O

Attached to the payment you send in your file is all the
Information for the vendor. SABHRS first looks at the
tax ID number to see if a vendor already exists Iin
SABHRS. If not, a new vendor will be added using the
Information you have sent.

No. Setup a
Payment — TIN new vendor
matches an with the

existing vendor information
in SABHRS? received.

Yes. Use the
existing
vendor for
the payment.




If the vendor already exists in SABHRS, the address
you are sending is compared to the address in the
vendor record. If It matches an existing address for
that vendor then nothing is changed. If it doesn’t
match an existing address SABHRS will add an
address to the vendor record.

SABHRS also looks at the name. If the name in your
record doesn’t match exactly with the existing name it
will add an address to the vendor record with an
alternate name.




An important thing SABHRS looks for is the payment
method. If your file specifies EFT and the SABHRS
vendor record does not have banking information to
match the information in your file, it will add a
location with the bank information you are sending. If
your file specifies a check payment and the SABHRS
vendor file is set up for EFT payments, a location will
be added for check payment. Your payment will be
made exactly as you specify.



SABHRS VENDOR RECORD
NAME
TAX ID NUMBER
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AN
AN

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




DOCUMENTATION TO SUBMIT
TO WARRANT WRITER UNIT
WITH YOUR REQUESTS




Where to access all Warrant Writer forms

O




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

O

= Vendor Information I 8201

= 1099 Form - Comection/Duplicate (Revised 1.

= Subsfitute W-8 Form (Revised 3/2015)

* Electronic Funds Transfer (Revised 01201
(Sign Up Form)

« Wamant Form (Revised 52007)
{Agency Request for Copy of Cashed Warrant)

* Warrant Form (Revised 52007)
{Agency Request to Initiate Warrant Replacement)

« Warrant Form (Rewvised 6/2008)
{Agreement to Indemnify and Hold Hammiless)

+ Warrant Form (Revised 10/2011)

(Express Warrant)

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

* Warrant Form (Revised 10/2011)
(Stale-Date Warrant Replacement Affidavit)

* Warranl Form (Revised 52007)
{Warrant Cancellation)

* Warrani Form (Revised 10V/2014)
(WAW Agreement to Indemnify and Hold Harmless)




These forms are designed to provide the information we
need to efficiently complete your request. By using the
correct form when you request a service you will receive
prompt service from the Warrant Writer Unit.



SERVICES PROVIDED FOR
AGENCIES BY WARRANT
WRITER UNIT

O




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 Reporting & Training



Call the Warrant Writer Main Number
(406) 444-3092

for any Accounts Payable questions or problems.
WWU can help you with vendor maintenance, entering
payment vouchers, and all payment related issues.

Some other sources for AP Information:
MOM Section 330
SABHRS Documentation
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| 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—‘
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Request all changes to existing vendors by submitting a
Vendor Information Form To WWU.

When you have changed a name or an address on a
vendor in your system, please also submit a Vendor
Information Form to WWU so it can be changed In
SABHRS. You do not need to do this when adding an
address, only when changing an existing address.

If you find incorrect information in a SABHRS vendor
file please submit a vendor information form so that it can
be corrected. Be sure to always make corrections in your
own system as well.



ISSUANCE AND DISTRIBUTION OF STATE
WARRANTS




Pulled Warrants

If you issue a payment and then realize you do not want it
sent out, contact the WWU by telephone to have the
warrant pulled from the mail.

e |t must be the same date the warrant was issued.
e Deadlineis 11:00 AM.




Mark your warrant as a non-mailer when you do not want
the warrant to be mailed directly from Print & Mail
Services. The following day it can be picked up in the
Warrant Writer Unit by an authorized staff member of your
Agency. WWU maintains a list of authorized signers for
picking up non-mailer warrants that is updated each Fiscal
Year. Notify WWU throughout the year of any changes to
the authorized signer list.



* Submit form Agency Request for Copy of Cashed Warrant
by fax or email.

» WWU is usually able to provide a copy of the front and
back of a cashed warrant the same day as we receive the
request.

» WWU is able to go back seven years to provide copies of
Warrants. In some instances we are able to obtain copies
of older warrants but it is not guaranteed.



Warrant Writer Unit spends much of each day looking up

payments for agencies and vendors. Some of the reasons
we are asked to research payments are:

e EFT payments that are sent without email advices.
* Proof of payment for Agency investigations.

* Vendor did not receive their payment —wrong vendor.
paid or wrong bank account used.

* To verify duplicate payments of invoices.



Occasionally an Agency has a need for a warrant to be
immediately available to the vendor. Warrant Writer can issue
an Express Warrant that will be available between 1:30 and 2:00
in the afternoon.

e Deadline to request an Express Warrant is 12:30 PM. Make
your request by telephone to the Warrant Writer Unit.

e Your payment voucher must be entered into SABHRS and
budget checked and approved before you call in your request.
Be sure to mark the payment as a non-mailer.

e Send an authorized signer to WWU office to pick the warrant
up after 2:00 pm.

* Warrant Writer charges extra for this service so please use it
only in a genuine emergency!



Most payments reach their intended payees with no
problems. WWU can assist you to correct any
problems that arise after the payment is issued.

Reqguest a payment cancellation when the payee is
no longer entitled to a payment that was issued and
not yet cashed.

Request a payment reissue to replace lost or
damaged warrants.



WARRANT CANCELLATIONS

When a vendor is no longer entitled to payment the
warrant must be cancelled.

Reasons for cancelling a warrant include:

e Paid wrong vendor

* Duplicate payment of an Invoice

* Wrong Amount

* Vendoris no longer entitled to the payment



WARRANT CANCELLATIONS

(CONTINUED)

v' Submit the form Warrant Cancellation to WWU.

v" Attach the original warrant if possible. Otherwise attach a
copy of the Vouchers for Payment Screen.

v SAHBRS automatically reverses the accounting entries when
an AP payment is cancelled. It also reverse the amount from
the 1099-MISC reporting totals if the payment was marked for
withholding. (This is for AP payments only. WAW payments
(Student & Payroll) are handled differently,



Warrant Replacements

e State Warrant Replacements
e Forgery/Fraud Warrant Replacements
 WAW Replacements (Payroll and Student Warrants)




Submit the form Agency Request to Initiate Warrant
Replacement to WWU to begin the process of replacing a
lost or damaged warrant.

The vendor will be sent (by email, fax or mail) an Indemnity
Agreement that they must complete, sign before a notary,
and return to WWU. Upon receipt of the properly
completed Indemnity Agreement, the replacement will be
issued as a non-mailer to the Agency.



If a vendor informs you that they believe their payment
was cashed fraudulently, contact WWU to begin a fraud
case that will lead to a replacement for the vendor if the
fraud claim is substantiated. This process typically takes
around three months.

Warrant Writer also replaces payroll warrants, student
payments and reissues payroll warrants to beneficiaries of
deceased employees. These different services are detailed
in MOM section 330.




Warrant writer receives a list of all rejected EFT
payments daily. These payments were returned because
something was wrong with the banking information. (i.e.
Incorrect payee, incorrect account number, closed
account, etc.)

Warrant Writer unit will cancel the payment and notify
your agency.

Your agency reissues the payment as a check payment.

Your agency deletes the incorrect information from your
system and attempts to obtain correct banking
Information for future payments.



Warrants become stale dated if they have not been
cashed within six months after the issue date. When
a warrant goes stale it can no longer be negotiated. If
a payee deposits a stale warrant it will be returned to
their bank and they may be charged a returned item
fee.

Warrants go stale once a month — so a warrant may
not be exactly 180 days old when it goes stale.

Any warrants not reissued or cancelled within one
year after issuance will be sent to Unclaimed
Property.



» Warrant Writer Unit sends letters to vendors three
months after a warrant goes stale. On the reverse side of
the letter is an Affidavit to be signed and returned to
Warrant Writer. The payee’s signature must be notarized
on the Affidavit.

* When we receive the properly completed Affidavit we
issue a new warrant to the payee.

* An agency may request Warrant Writer to send out an
Affidavit to a vendor at any time after the warrant goes
stale.



If an agency determines that a payee is no longer entitled
to funds, they may submit form Agency Request for Stale

Date Inter Unit Journal. Upon receipt of a properly
completed form, the Warrant Writer Unit will initiate an 1UJ

to return the funds to the agency. The warrant is cancelled
and no longer available to the payee.



» After one year from the date of issuance, a warrant that
has not been claimed by the vendor or by the issuing
agency is sent to Department of Revenue Unclaimed
Property Division.

* If you are contacted by a vendor about an old payment
(over one year old) you should direct them to the
Unclaimed Property website at revenue.mt.gov or the
Department of Revenue Help Desk at (406) 444-6900.
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The Warrant Writer Unit:

Coordinates information from every agency to consolidate all
payments for a vendor into one 1099-MISC form. WWU mails all
1099-MISC forms by January 315t each year.

Conducts training sessions and makes 1099-MISC information
available on our website.

Receives all 1099-MISC forms returned by the Post Office and
redirects them to better addresses.

At the request of the paying agency (by submission of 1099 Form
Correction/Duplicate) sends duplicate copies of forms to
vendors who lost or never received 1099-MISC forms.

Makes corrections to 1099-MISC records. Please submit all
corrections for previous years (using 1099 Form
Correction/Duplicate) to the Warrant Writer Unit so that we
can send the corrected total to the IRS.




Visit our website at http://sfsd.mt.gov/ for current 1099-MISC information

Provide exceptional service in the areas of finance,
L —— compliance, and technology
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WWW.IrS.qoVv

Another great source for 1099-MISC information!
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