2021 SABHRS ACCOUNTS

PAYABLE TRAINING

Daily Operations Section

State Accounting Bureau



OBJECTIVES

Supplier adds/updates

Warrant cancellations

ACH returns and NOCS

Reissues/stale-dated payments
Miscellaneous requests
Payment Plus

Vouchers

AP Work Center

Foreign supplier payments

Interfacing agencies

Documentation retention



NEW PROCESSES RECAP

Agencies are processing cancels - a new
security role “FS Agency Cancel Payments”

ACH returns automated — query
MTAP_ACH_RETURNS. Agencies can run
this as often as determined necessary

Supplier Adds and Updates done using
an online form




SUPPLIER ADDS AND UPDATES




SUPPLIER ADDS AND UPDATES

Search/Fill a Form

Enter any imformation you have and dick Search. Leswve fields blank for a list of all values.
Find an Existing Valu= | | £dd a2 Mew Value |
w Search Criteria
Sequence Mumber | =
Subject | begins with
Document Key 3tring | begins with v
Priority W
Due Date

Approval Status
O Case Sensitive

-

Limit the number of resulis to {up to 3007 | 300

|

Save Search Criteria




SUPPLIER ADDS

AND UPDATES

Fields on the online interface
mirror those from the paper
forms

Forms must be saved and
submitted to be committed
to workflow

Submit button will appear
after the save is complete

An attachment may be
required. A warning message
will appear as a reminder



* Supplier Name

* Agency Information
* Supplier Information
 Supplier Address

* Must attach a complete and legible W-9 or W-

SUPPLIER ADD 8

FORM

* Complete all fields under EFT Banking
Information

* Must attach an EFT sign-up form

* Email address must be completed in order for
suppliers to get EFT advice sent




SUPPLIER ADD FORM

| Form | | Instructi Attachments
Supplier Add Form
*Supplier Name

Status

*Government Class

*TIN Cert Type

ine 1
Address Line 2

Address

State/Prc

EFT Bank Info
Bank

EFT Tran Code
Bank Routi

Email Address
O Email Ad




SUPPLIER ADD FORM

| Form || Instructions || Attachments |

Supplier Add Form

*Supplier Mame
Status
Agency information

*Business Unit
*Apgency Contact
*Contact Phone

Suppdier Informabion -t number i sppicstle
Tax ID Number

TIN Type AlTach WE or WTT Use aitachments rat.

*Govermment Class

*TIN Cert Type

Supplier Nams




Supplier Addrezs

*Address Line 1
Address Line 2
Address Line 3

ity
State/Provimce
Postal Code

*Country

EFT Banking lnfomation

EFT Bank Info

Bank Account

EFT Tran Code

Bank Routing

Email Address

SUPPLIER ADD FORM

O Email Advice

Alfach Baniing Informadion & sppicable; uss anachments rab.




UPDATING AN EXISTING SUPPLIER

EFT ACCOUNTS &
NAME ADDING/UPDATI ALTERNATE EMAIL ADDRESSES

NG ADRESSES PAYEE/WITHOLD - )
t
*W-9,W-8 required ING NAMES upporting

d tati
to update Address |* *Except Address |* Ocringjﬁezlon

CHANGES

*W-9,W-8

WHAT TYPES OF UPDATES CAN BE DONE?




SUPPLIER
UPDATE

FORM

Fill out all necessary fields
Supplier Name
Agency Information

Supplier Information

Select the Update Type needed - All 5 boxes
can be checked or just one depending on the
request

Complete the corresponding fields

Attach documents if necessary

W-9 or W-8 is required for changes to
Supplier Name and Address |

EFT sign-up form only



SUPPLIER UPDATE FORM

Farm || Instructions || Attachments

Supplier Update Form

*Supplier Name
Status
Agency informsbion
*Business nit
*Agency Contact

*Contact Phone
Supplier Information

*Supplier ID
Tax ID Number

TIN Type

*Government Class
TIM Cert Type

-
Update Type Affach WE fo sodats Addeess 1

O Supplier Name

O Add New Address

O Update Address*

l:' E FT:IBE n kl I H |nfC| * fncinge aggress saguEncs fo Uupgahe sddrass

O Email

Address Number




SUPPLIER UPDATE FORM

Suppiier Name

Suppilier Addrezs

Address Line 1

Address Line 2
Address Line 3
City
State/Province
To wpdade EFT \Information NOICae GCaNoN SAQUancE \n 2he Aiore \Rarmanon Box
Postal Code
Country
To remoye EFT \nfonmadion nOicss ANiCh iocanonss) in me Liome micrmation box

Payment Alt Name 1

Payment Alt Name 2

EFT Banking information

EFT Bank Info

Bank Account

EFT Tran Code

Bank Routing

Email Address

More Information




* The EFT/Banking Info box will need to be checked when
adding, replacing, or removing/retiring EFT data

Update Type

] Supplier Name

I TAdd New Address
[] update Address*

/] EFT/Banking Info
L] Email

Add Address Humher:|

UPDATING EFT INFO

Complete the EFT Banking Information section, save and
submit

Replace

Complete the EFT Banking Information section, and note
which Location needs to be replaced in the More Information
box

Remove

Leave the EFT Banking Information section blank and note in
the More Information box which Locations need to be
removed or retired into history




UPDATING EFT INFO Vor
oided
Check

Beware of requests to update EFT
information

EFT Sign-

Verify the requester is an employee up form

of the company and is authorized to
update account information

Letter
from
Supplier’s
Bank

Collect a properly completed EFT
Sign-Up Form (204)

Request outdated or invalid
accounts be removed or replaced




W-9 COMPLETION

B g e e e b s e Be @ O ket oo W sl i &
Wb  Fesiti Tish el

o Pl b, L] Rl sttt e ) Bt dlses R ) it i L1 Ml P iy L1 ol s sty (] v . I it - i G i sl ol

GRS o T4

hiew I A Chanthes & Honprefity Tax Prag

File Pay Refunds

Hadme » Farmi and indtneitions » About Farm W

About Form W-9, Request for Taxpayer |dentification Number and
Certification

An up-to-date Click Click on
W-9 form " . )
can be found at Forms & Form W-9

Instructions"

WWW.irs.gov

i st Tenerm b v yoar ciarminct TOM B R g whh b reqquined B flp i

Indkgrathonn return wih the B ha g, lor eample, iscome pald o you, real
it it martgage interent o e, sequillon e atandnmint ol Ratadimn

ki property, canoeilition of det, of pabribulioni yiu Made 1 b A I
+ Boost Form. L0258
+ Fonm 1058 D, Davdenas and
Current Products Ealeibutins
T et oo

Instructions fc the et o Foem 4 T , ettt banets




W-9 COMPLETION

Make sure the new
supplier accurately and legibly

completes the W-9

Common problems:

* Not completing Box 3

* Unreadable TIN, or completing both
the EIN and SSN fields

om W'g Request for Taxpayer Omemt:o :

v, Decemter 2014) Identification Number and Certification sond 1o 810 IS,
Wl Reverue Senice

1 Name (33 shown 0n your Income tax returm). Name 18 required on this Ing; do not leave this Ine blark.

2 Business name/Saregarded entity nams, If aifferent Yom a0ove

3 Chack approprate box 1or feceral tax claseication. check oy ane of the 1olowng seven bores
[ maviauavscle propristor or [ cComonmon ) SComorston [] Pamersnp [ Trusvestate | nganuctions on pooe 3
single-member LLC

o~
§
[ Umited tabiity company. Enter the tax cassiication (C+C COMONAton, S5 CoMoration, P-partnership) |
Note. For 8 single-member LLC that 18 Gareanded, 60 not chack LLC: check the aperoprate Box In the Ine sbove for | EXemetion from FATCA reporting
! e tax CasCation of the SINJe-Membir Ownir 0% (f ary)
[ ] Otrer (300 matructions) » | w10 s marearend e po U
i § AGGress number, STeet, and apt. O SURe 1O lwummmm

[
® oy stae. ana D cooe |
|

7 Ust account numberts) here (optional

Taxpayer Identification Number (TIN)
inter your TIN in the appropriate box. The TIN provided must match the name given on ine 1 10 avold Social security numbder
ackup withholding. For Individuals, this is generally your social secunity number (SSN). However, for a I 1 | ]
PSICENt aben, S0 DIOPMAMLOr, OF CKSreQarded entity, 564 the Part | Instructions on page 3. For other ’ -‘ l -I ’

NS, 1 IS your empioyer IGentiSCation number (EIN). I you 00 not have a number, $6¢ How [0 ool 8 |
IN on page 3. or
108, If 11 2cC0UNE 1S In MOore than one NAMe, 569 e INSructions 1or N 1 and the chart 0n Dage & for | EMPIOYN IGentiication number ]
delings on whose number 10 enter. ’

Inder penalties of perury, | Certify that:

. The number shown on this form Is my correct taxpayer identification number (or | am waiting for a number 10 be Issued to me); and

L. 1.am not subject 10 Dackup WIthholding because: (a) | am exempt from Dackup Wthholding, of (D) | have not Deen Notified by the Intemal Revenut
Service (IRS) that | am subject 10 Dackup WINhOIGING a3 & result of a fallure 10 report all interest Or Avidends, O (C) the IRS has notified me that |
N0 I0nQer subject 10 backup withholding, and

I 1am a US. citizen or other U.S. person (defined below); and

|, The FATCA codels) entered on this form (f any) Indicating that | am exempt from FATCA reporting Is comect.

rertification Instructions., You must cross out item 2 above If you have been notified by the IRS that you are currently Subjct 10 backup withholdr

MNCAUSe YOu have faled 10 report all interest and diIVIGends On your tax retum. For real estate transactions, item 2 30es not apply. For mongage

Merest DA, ACQUISITION Of abANJONMENt Of SECUred Proparty, Canceliation Of Gedt, contributions 10 an INAhidual retirement arrangement (IRA), and
, Payments other than interest and dividends, you are not required 10 Sign the certification, but you must provide your comect TIN. See the

L LI [ ——
fere | us person» Date »

Jonerally
WUCLONS 0n Page 3.




ADDING AN ALTERNATIVE PAYEE NAME

Update Type

Address Number
Supplier Name

Name 1

Name 2
Supplier Address

Address Line 1
Address Line 2
Address Line 3
City
State/Province
Postal Code
Country

Payment Alt Name 1

Supplier Name
Add New Address
Update Address®
EFT/iBanking Info
Email

T01TMNETH ST W

MISSOULA
MT
55802

NORTHSIDE HOLDINGS, LLC

Aftsch W3S to update Addrezs 1

*Includs sddress zequence fo updsie sdaress




ADDING AN ALTERNATIVE PAYEE NAME

[;} Mame 1
Mame 2

Supplier Addraess

Address Line 1
Address Line 2
Address Line 3

City

State/Province
Postal Code
Country

Payment Alt Mame 1

Payment Alt Name 2

Cs5AA FIEE & CASUALTY INSURAMCE CO

SUBROGEE OF ROBERT POHLE

PO BOX 24523

OAKLAMND
CA

Q4623

UsA Q

CsSAA FIRE & CASUALTY INSURAMCE CO

SUBROGEE OF ROBERT POHLE

T updade EFT informabion indicafe

T remove EFT Information ndicsie



SUPPLIER ADD/UPDATE APPROVAL

Fri 3/30/20138 3:01 PM

S sabhrs_fs@mt.gov

Form 40 has been Approved
To @ Wattnem, Jamie

Form 40 has been approved. Details are shown below:

Subject: AMERICAN AUTOMORBILE ASSOCIATION

Click on the URL to access the supplier information page: https://sabhrsisy.mt.gov/psp/fssy/EMPLOYEE/ERP/c/MAINTAIN VENDORS.VNDR ID.GBL?Folder=MYFAVORITES

(This message was automatically generated by Form and Approval Builder on 2018-03-30 at 15.01.15.000000. Please do not reply to this email.)




SUPPLIER ADD/UPDATE DENIAL

Mon 4/2/2018 10:42 AM

S sabhrs_fs@mt.gov
O Form 45 has been Denied

To @ wWattnem, Jamie

Form 45 has been denied. Details are shown below:

Subject: CADALYS INC

Click on the URL to access the form: https://sabhrsisy.mt.oov/psp/fssy 2/EMPLOYEE/ERP/c/MANAGE FORM.FORM ADD.GBL?Pace=FORME&Action=USSEQ NBR=45

(This message was automatically generated by Form and Approval Builder on 2018-04-02 at 10.41.54.000000. Please do not reply to this email.)

| Form | Instructions | Aftachments |

Seq# 45 Supplier Add Form

*Supplier Name [CADALYS INC

Status Denied




SUPPLIER ADD/UPDATE DENIAL

Supplier Add Form

Supplier CADALYS INC
Mame

Supplier Add Form

Supplier CADALYS INC

Name

Review/Edit Approvers

Review/Edit Approvers

Supplier Add Form: 45:Denied

(i View/Hide Comments

Denied
@ Mundt, Connie
Supplier Approval
0402118 - 10:41 aM

Skipped
-1 Watinem,Jamie

=+ Supplier Approval
04020418 - 10:38 AM

" Comments

LK

“  Supplier Add Form: 45:Denied

) View/Hide Comments

Denied

Mundt, Connie
0 Supplier Approval

0402018 - 10:41 AM

Skipped

o1 Wattnem,Jamiz
=+ Supplier Approval

0402018 - 10:38 AM

Comments
Connie Mundt

at 5!2}'13 -10:41 AM

NO W3 ATTACHED

System at 04/02/18 - 10:38 AM
Requester (CMADSE) is approver on step number 1, path 1,
stage 10, which has self-approval disabled! (18081,1031)




FIND AN EXISTING FORM

Search/Fill a Form

Enter any information you have and cfi arch. Leave fields blank for a list of all values.
Find an Existing Walue | | Add a Mew value
* Search Criteria
Sequence Number | =
Subject | begi
Document Key String | begins with v
Priority W
Due Date

Approval Status

Search

-

Search Resulis

Form Document Key 5tring Priority Dwe Date  Approval Status Created Date/time
TIMI GILEREATH | SUPPLIER_A. | (blank) 3-Etandard ncelled

testing SUPPLIER_A | (blank) 3-Standard M8 | Initial

24




SUPPLIER ADD/UPDATE

QUESTIONS?




WARRANT CANCELLATIONS

Standard Cancellation FAQ

26


https://mine.mt.gov/content/documentation/sabhrs/financials/92_PDF/AP/FAQ_STandard_Cancellation

+¢* This screen can be used to see the
status of a payment

* Reconciled
* Stale-dated
* Cancelled

* Reissued

“* Notes can be left in the description
field

+* Voucher number

** Accounting lines and associated
journals

“* Agency accounting staff should be
able to access this function

** Please contact your supervisor if
you have issues, as your security
may need to be updated

MT PAYMENT
INQUIRY




MT PAYMENT INQUIRY

Favorites Main Menu Accounts Payable = Review Accounts Payable Info « Payments MT Payment Ingquiry

SABHRS FS - n

Vouchers For a Payment

Supplier: Pymnt Ref ID: 0024946307

Accounting Date: 037102017
Payment Date: 03M 32017
Reconcile Date: 0972912017
Cancel Date:

Cancel Action: No Cancel
Date Staledated: 09/29/2017
Staledate Status:  Abandoned

Payment Amount: 56.35 USD Action Date: 05/01/2018

Payment Method: CHK Days Outstanding:

Pay Status: Paid

Description:  [FRANSFERRED TO ABAND PROPERTY IUJ#0003910633 CMAD6S 05/01/2018 01:50:36 PM

Voucher Payment Details Personalize | Find | View All | £ First ‘& 1of1 ‘&’ Last

Voucher Details || More Details ¥)

Busi Invoi : ; : Gross Invoi . Acct
onit T VoucherID (WOPE Invoice Date SupplierlD  Supplier Loc Currency O ot Paid Amount  £°F9

51042 00791733 00987918 03/092017 0000323352 000001 usb 56.35 55_35% %

[@h Return to Search || £ Refresh |




WARRANT CANCELLATIONS

Issued in error

Incorrect payee

Lifecycle of a Cancelled Warrant

R

29



WARRANT

CANCELLATIONS

Check MT Payment Inquiry to verify the payment has not
reconciled, been cancelled, or stale-dated

Main Menu > Accounts Payable > Payments > Cancel/Void
Payments > Agency Cancel Payments Search

Enter Business Unit and Payment Reference of payment to
cancel and search

Verify that the payment information is correct

Ensure that Void and Do Not Reissue/Close Liability are
marked

Choose appropriate cancel reason (AOI, A02, A03)
Enter notes in the Description field if necessary and save

SABHRS creates journals to close the original payment
and journal the funds back to the agency

30



MT Payment Inguiry

Vouchers For a Payment

Suppher:

Payment Amount;
Payment Method:
Pay Status:

Description:

WARRANT CANCELLATIONS

0.40 USD

CHE
Faid

Pymnt Ref 1D:
Accounting Date:
Payment Date:
Reconcile Date:
Cancel Date:
Cancel Action:
Date Staledated:
Staledate Status:
Action Date:

025545674
0472712018
0473072018

Mo Cancel

Days Outstanding:

Voucher Payment Details

Voucher Details More Details

Invoice
Number

Business

Unit Voucher 1D

69015 06331077 06331077

aM Retum to Search

t | Previous in List nE

¢

Invoice Date Supplier ID
04/27/2018 0000220441

Mext in List

Supplier Loc

«4 Refresh

Gross Invoice
Amount

Currency

usD

0.40

Personalize | Find | View All | ﬁ| uﬂ

Detail
Lines

; Acctg s .
Paid Amount Entries View Advice

0.40 B = View Advice




WARRANT CANCELLATIONS

Favaorites Main Menu Accounts Payable Payments Canceloid Payments Agency Cancel Payments Search

STATE OF MONTANA
ECN—
ABHRY FS

Agency Cancel Payments Search |

Illl TlalYed AN,

Search Options

Business Unit Q

OR Payment ID (0025545674 =

For Universities and Payroll;

Remit SetiD|  |Q

|Sa1.re ||IE| Notify |

32



WARRANT CANCELLATIONS

Cancel Payment
Enter Cancel Payment

Bank Set ID STATE Creation Date 04/27/2018
Bank 023 US BANK - HELENA Payment Date 04/30/2018

Account CHEK 156041200221-01 Payment Amount 040 USD

Reference ID 0025545674 Cancel Post Status Not Applicable

Payment Method System Check Settle By Pay Cycle

Date Cancelled 09/07/2018 [y

Payment Status @ Void
O stopped

. User ID CMDE12
.. Undo Cancel

Hold Reason |

Cancel Action ' Re-Open Voucher{s)/Re-Issue Cancel Reason AD1
O Re-Open Voucher(s)/Put on Hold
(® Do Not Reissue/Close Liability

Q lssued in Ermor

Description | Cancelled 9/7/2018 KC Issued in Error|

tal

[F]save | [ Retunto Search ||[Z] Notify




WARRANT CANCELLATIONS

Payment Reason Code Description
AT lssued in Error

AD2 Issued to Wrong Supplier
A3 Incomect Amount

34



CANCELLATION

QUESTIONS?




ACH RETURNS AND NOCS

36



Interfacing agencies Agency is responsible

PIIER NElR] IRETGIRNG e s supalier update subsystems for issuing new payment

ACH RETURNS




NOTICES OF CHANGE (NOCS)




ACH RETURNS/NOC

QUESTIONS?




Standard Reissues
WAW Reissues
Stale-date Reissues and |U] Requests

Resending Payment Plus Payments

REISSUES




STANDARD REISSUE

Day |

* Original warrant is
cancelled & marked
for reopen

* Notes left in MT
Payment Inquiry

Screen

Day 2

* Replacement is
marked as non-mailer

* Notes left in payment
advice screen

* Correct mailing
address noted in
payment advice if
applicable

* Replacement is
delivered to agencies

» Agencies review

payment advice to
check for updated
mailing address

* Included on non-
mailer report
uploaded by 9 a.m.

4]



STATE PAYROLL REPLACEMENT

* Requests must be received no later than 3 p.m. to be
processed same day

* Social Security number or Supplier number is required for
processing

* Printed name must be legible on the form for contact
purposes

* The agency contact who submitted the form will be contacted
the following day for the check pick-up

* Only authorized signers from your agency may pick up checks
* Checks are located at the desk of Kristy Klein

42



4 I
S TA L E - DAT E Payment goes stale, an

automated process runs the
last business day of the month

N %

4 I (. : R
: Agencies have exclusive access
SAB Reissues the payment for the first month to request
when affidavit is completed funds be returned by 1U]
and returned (ServiceNow) before noticed
are mailed to payees
\ / ||
/ Run \
MTAP_STALEDATE_INFO_PERBU
: ™ Enter
If a Payment. IS $50°QO or Business Unit and stale-date status
more an affidavit will be like
sent out for the payee to A = Abandoned
complete and return to S = Stale

\ SAB R = Reissued
T =Transferred /




STALE-DATE

Agencies can request funds back by IU] at any time before the payment is
sent to DOR Unclaimed Property. This request is completed in
ServiceNow. If payment is in an Abandoned status payee must contact
DOR or go to their website to collect the funds

Payees may return the affidavit with “l do not believe | am entitled” box
checked. An IU] is then created and the issuing agency is notified

Agencies can send out Form 214 for payments less than $50.00 and/or if
requested by a payee

Payments are in a stale-dated status for approximately six months before
being sent to DOR

MTAP_STALEDATE_INFO_PERBU is helpful when verifying if payments
have been replaced by SAB, the query results will provide the date and ref.
ID of the replacement done by 6101R 0



REISSUES



http://sfsd.mt.gov/Portals/24/SAB/AccountingForms/215%20-%20Stale-date%20IUJ%20Request.pdf
http://sfsd.mt.gov/Portals/24/SAB/AccountingForms/215%20-%20Stale-date%20IUJ%20Request.pdf
http://sfsd.mt.gov/Portals/24/SAB/AccountingForms/215%20-%20Stale-date%20IUJ%20Request.pdf
http://sfsd.mt.gov/Portals/24/SAB/AccountingForms/215%20-%20Stale-date%20IUJ%20Request.pdf

REISSUE

QUESTIONS?




MISCELLANEOUS

REQUESTS

47



NON-MAILER VS. MAILER

NON-MAILER

‘ Will be delivered to your agency the morning
\\E;mmw following approval of the voucher

\ | Check # generally starts with 0002
ADMINISTRATIO

Sign out sheet available on SAB website

\A[mSTW showing non-mailers for the day

[

\ nnnnnn | More susceptible to fraud
Al

DMINISTRATI(‘

MAILER
N\ —
(‘ Mailed directly from Print & Mail
ADW(‘

(‘i Check number generally starts with 0025

ADMINISTRATIC"
BIMONT

| WWU cannot track mailers

(‘ Preferred for internal control purposes

ADMINISTRATIC"
BMON




PULLED

WARRANTS

E-mail submitted

A
o gency Only

reclqluzsting the authorized
Requests must pulled warrant signers from

be made no later will be contacted
than 12:00 p.m. when the A Bl

warrant is can pick up
delivered to SAB warrants

requesting a
pulled warrant
the payee name
and reference ID
must be included


mailto:WarrantWriter@mt.gov

EXPRESS WARRANTS

* Emergency situations requiring a warrant same day

OERRRTRS.
RSt ac i
T e

50



MANUAL ACH

RETURNS

Complete the Manual

EFT Return request in
ServiceNow

The Daily Operations
team will compile the
necessary information
and may ask for
assistance from the
agency

DOS submits a
return request to
US Bank

Returns are not

guaranteed




MANUAL ACH

RETURNS

Agency will be
notified if/when
funds are
returned

It will take two
days after the
cancellation to
see the funds
returned

If the funds are
returned the
payment will be
unreconciled
and cancelled

Ceritical to be
sure of account
information
being used on
payments




COPY OF CASHED

WARRANT

Trace
number

Fraud
case

Timeline



PAYMENT PLUS



mailto:saccounting@mt.gov

MISCELLANEOUS REQUEST

QUESTIONS?




VOUCHERS



VOUCHER

STYLES




VOUCHERS

58



Main Menu Suppliers Supplier Information Add/Update Supplier

V E RI F YI N G Identifying Information ‘ [ Address l [ Contacts I [ Location

SUPPLIER e
INFORMATION Setld STATE Supplier Name ||

Additional Name |

Supplier I NEXT

. Withholding O PPlus
*Supplier Short Name |

Open For Ordering Allow PPluz Override

*Classification | Outside Party Check for Duplicate O VAT Registration BPlus Amt

Override
PPlus
Email

HCM Class |

*Persistence | Regular P —— =Supplier Audit ~ Default

Supplier Audit
*Supplier Status | Approved

Expand All Collapse All

Supplier Relationships

O Corporate Supplier O InterUnit Supplier

Corporate SetiD | STATE InterUnit Supplier ID

Corporate Supplier ID  MNEXT

Create Bill-To Customer

O Create Bill To Customer

¥ Supplier Rating

¥ Supplier Logo

¥ Additional ID Numbers

¥ Duplicate Invoice Settings

¥ Government Classifications

¥ Standard Industry Codes

¥ Additional Reporting Elements
» Financial Sanctions Status

¥ Comments




Identifying Information H Address H LContacts || Location |

SefiD  STATE
Supplier ID NEXT Short Supplier Name

Supplier Address

VERIFYING —
SUPPLIER Desarpton
INFORMATION -~ -

Effective Date |00/152020 [5:]
Country United States

Adcl'\ess1|

Addressz|

Adcl'\e553|

Cilv|

{'¥! PaymentWithhelding Alt Names

Payment Alternate name

Name 2 |

Withholding Alternate name

‘Withholding Name 1 |

‘Withholding Name 2 |

Phone Information

" Q | View(an

*Type Telephone

| Business Phone | | | ﬂ j




VERIFYING
SUPPLIER
INFORMATION

ldentifying Information || Address || Contacts | Location

SetiD STATE
Supplier ID NEXT Short Supplier Name
A supplier location is a default set of rules which define how you conduct business with a supplier

Location

*Location |qu|xu:r1 | Default

Description 89?5{ |

*Effective Date |08/1572020 Effective Status | Active

Options Payablas Procurament SalesiUse Tax 1008
¥ Additional ID Numbers
F Comments
F Internet Address
F VAT

| Expand All I | Collapse All I

Tof1 W

6l



REGULAR ENTRY

Voucher

Eind an Existing Valus Add a New Value

Business Unit “51[:—1[:- Q

Voucher ID | NEXT

Woucher Style | Regular Voucher

Supplier Name

Short Supplier Name

Supplier ID

Supplier Location

Address Sequence Number

Invoice Number

Invoice Date

Gross Invoice Amount

Estimated Mo. of Invoice Lines




Invoice Information H Payments || Payment Advice |

E N T E R I N G Business Unit 61010 Invoice 2152020 Invoice Total Payment Confidentiality

Ho -
' Payments are Confidential
Voucher ID 0 B
A NEXT d Line Total 10.00 Fayments not Confidential
CBU is Confidential

R E G U LA R ‘Woucher Style  Regular Voucher Total o

Invoice Date | 02V15/2020 Difference 0,00

VO U C H E R Invoice Received

VERIZON WIRELESS SERVICES LLC

Commenisi0)
Attachments (0}
Supplier ID | 0000108288 Q Withholding

Advanced Supplier Search
ShortName |VERIZON WI-004 Q

Location | 000001

*Address Incomplete Voucher

Action |

F Copy From Source Document

Invoice Lines (2

e 1Oyt S
Iterm
DEvs«c:ripiiDnl

Guantity : Packing Slip |

uoMm

Unit Price
—

Multi-Speedcharts I | Calculate

* Distribution Lines
"/ Q

[ GL Chart || Exchangs Rate | Statistics || Pzsets ||ID

DC"‘” Line Merchandise Amt Quantity

ﬂ j m] 1 | 10.on| |




Invoice Information H Payments H Payment Advice

E N T E R | N G Business Unit Invoice Mo |9152ﬂ20

Invoice Date |DQ.I'15|'2£I20

A Voucher ID NEXT

R E G U L A R Voucher Style  Regular Voucher
VOUCHER restAmeunt 105 Py Toms -~

Payment Information

Incomplete Voucher

| Wiew &l

3+ -
Payment 1 J
et a8 — Su—.

Payment Advice
Location | 000001 Q Payment Inquiry
oe " MNet Due Payment Comments{0)

S
Accounting Date

VERIZON WIRELESS SERVICES LLC External Contract Id

180 WASHINGTOMN VALLEY RD
BEDMINSTER, NJ 079821-2120

Payment Options
Supplier Bank

Bank 023
Hold Payment: O

Form Type

@ Mailer CO'Mon-Mailer  PPlus
Hold Reason

Payment Method
® Check QEFT

Staledate Payment Reference

Schedule Payment

thction Schedule Payment o Payment Date |

Reference |




VOUCHER LIFECYCLE
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Inactive Forward-dating vouchers A complete offset can A payment can be partially
supplier accounts will can create issues when occur offset as well

create voucher failure effective dates on address The identifier will be In this case, the payment will
or locations do not align located on the generate in the same manner,

but there will be a negative
payments tab of the line in the MT Payment
voucher if the payment Inquiry screen indicating the

is offset amount taken for offset

VOUCHER ERRORS




OOOOOOOOO




* Payments over $10,000

* Made to a bank account that has
not been previously used by a
supplier

* Voucher is held until released by
DOS

* Agency must contact supplier to
confirm the banking information

EFT HOLD PROCESS

* Agency submits EFT Payment
Release request in ServiceNow




FOREIGN SUPPLIER PAYMENTS

Other foreign
One of the below supplier payments

criteria must be met o
for' correct treaty claim

in part 3 — valid for 3

Payments made services preformed in years if nothing

to foreign entities will the US.: changes
automatically be held in e - Invoice clearly stating

"no services

SABH RS : S\?rrec.tlfnd C0m|:l)|.ete$j performed in the U.S."
-8 wit treaty claim in * Travel reimbursement

part 3 documentation (expen
 30% withholding on the ORI )

payment made to the

supplier




AP Voucher Template Silils

Paymen
MENTEL Voucher dAen
Voucher

Multiple
Vendor
Voucher

Approve
Voucher

SABHRS DOCUMENTATION

SERVICENOW
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https://montana.servicenowservices.com/sp?id=kb_view2&kb=d2a99db91be46410b392ed3ce54bcb06
https://montana.servicenowservices.com/sp?id=kb_article&sys_id=0ff2c02e1b472410e7fbeb96bc4bcb80&table=kb_knowledge
https://montana.servicenowservices.com/sp?id=kb_article&sys_id=98dfe0721b716050e7fbeb96bc4bcbe6&table=kb_knowledge
https://montana.servicenowservices.com/sp?id=kb_article&sys_id=2b8400a21b872410e7fbeb96bc4bcb6b&table=kb_knowledge
https://montana.servicenowservices.com/sp?id=kb_article&sys_id=3140f0f21b716050e7fbeb96bc4bcb76&table=kb_knowledge
https://montana.servicenowservices.com/sp?id=kb_article&sys_id=446eacfa1b316050e7fbeb96bc4bcb91&table=kb_knowledge
https://montana.servicenowservices.com/sp?id=kb_article&sys_id=22e1882a1b472410e7fbeb96bc4bcbb3&table=kb_knowledge
https://montana.servicenowservices.com/sp?id=kb_article&sys_id=fd30e4fe1b7d2050e7fbeb96bc4bcb5b&table=kb_knowledge

VOUCHER

QUESTIONS?




AP WORKCENTER






Captured with Snagit 13.1.6.8025  

Microphone - Microphone (Yeti Nano)






AP WORKCENTER

Accounts Payable WorkCenter 8

Main Reports/Queries

2 My Work [

Edit Filters

= Wouchers

& Unpaid Voucher Status MT

] ‘iouchers Ready for

Posting

= Woucher Exceptions

& Budget Check Erors

T Recycled Vouchers

B Links Lo

Contracts
Debt Offset
SAB
Supplier
Vouchers
Other Links

TEwTTTT

Welcome to Accounts Payable WorkCenter

Welcome to the WorkCanter. This WorkCenter has one "Task Panel” and one "Work Ares”. The "Task Pansl"is on
the side displaying the pagelets assigned to the WorkCenter page and the "Work Area” displays transaction
pages such as this page.

Each pagelet may hawe the following acbons depending on its configuration: Hide/Show, Reload, Personalize.

Within each pagelet there may be "Open the content in a new window”, "Collapsas a group of links” and "Expands
3 group of Enks" actions svailsble depending on the pagelet.



AP WORKCENTER

Accountz Payable WorkCenter &
Maln Reports'Queries Edit Filters

&% My Work o Configuration I AP Accounts Payable WorkCenter

Edit Filters User D
= Vouchers
Unpaid Woucher Status MT My Work Groups \iew All
= “ouchers Ready for
Posting
T ‘Voucher Exceptions Group Label  ‘ouchers

Budget Check Emors .
My Work Links

H Q

Recyded Vouchers

Link Lakel Filter ID Description

Unpaid Vioucher Status MT MT_UNMPYCHR Unpaid Vioucher Status MT

‘fouchers Ready for Posting AP WCHRPET \iouchers Ready for Posting




AP WORKCENTER

Unpaid Voucher Status MT

Voucher List
i \iouchers Ready for

Posting 5 Q O 1000180 s | b M| Vizwal

7 Woucher Exceptions

7 Budget Check Emars &:"’“ i Created On  Created By
F  Recyced Viouchers

2020100187

201045011
and 22

#0351242285

mmn.lu & ) i 0iM1/2020 0BiM172020

4323012 PO i }
2021_0021 0a4i2020 ; 001412020

141783570
accidna0dzaz i i 6,314.11
LD Aug

SHIINTL C-001




1
Accounts Payable WorkCenter £«

Main Welco
[ Gueries e |
Waloom
& Query Manager the side
es 51
= Voucher Queries ped
1 ACH Returns Eachpa
& Staledate Info by BU Within i
o Staledate Info by S oo
BL/Period
p  Vouchers Closed - Budget
e Errors
& Links ¢ i o Vouchers - Insufficient
Approg
I Contracts & “ouchers Mot Paid
I Debt Offset & Posted Vouchers Mot Paid
[
- SAB p  Wouchers with Budget

Supplier Status <= W

= Supplier Queries
o Suppl_ier_add form
submissions

AP WORKCENTER P Review Suppliers #  Supplier Update Form

= Transparency Queries
& Supplier Add Form y
n Grouped MT Checkbook

& Adjust Withholding

Info

n . )

Supplier Informaticn o MT Checkbook VW -

FPayee Mams

& Supplier Update Farm Pre MT Checkbook
‘Walidation

Vouchers
I+ Other Links
dlh Reports/Processes o i
= Reports

& Payment History by Supplier
& Posted Voucher

& oucher Register

& “oucher Status

=  Monitor
& Process Monitor
& Report Manager




AP WORKCENTER

QUESTIONS?




INTERFACING AGENCIES



VALIDATING FILE

From Wi File Trader Record (FTR ]
nberface b AP Create Dabe & Teme: 05182077 30547 D00000FL
Agency ID; L3010 Tkl Rows im File: W28

Sysiem ki FAPALS Tkl Amcaunt = File: £3031 851 00

File Load Summary

Processed Date; 0582017
Transactons Loaded

Transac Bon Load Emors 2

Amipunt L oaded $3018.833.00

Beginning Tramsacion id 01323645

Transaction Load Warnings i Ending Transaciion ki 01328643

Transaction Emmors, Warnings and informational messages Hm|ﬁ'|.|j|'u"h}*ﬂll|'ﬁl| First ‘4 1-d0fd & Last
R i Record
Fil Fsld Ermoer W h, Crros W s sage Typn Name 1 N 7

Siate (8 not valid e he Counly

12804 Traraachon Rel N ;E"&'L' Rettor tadea voucher [N

26109 STATE

12705 STATE VHD

Staie is not valid for The Country

26114 Traraschion Rel Nb I??“,‘ FeTior faded voucher —

. |




VALIDATING FILE

MTINT_AP_LOAD_INFO - AP Interface Information

Agency 1D Like: 6901%

System Id Like: %%

From Process Date: 10/20/2017

To Process Date:  [10/23/2017
View Results

Download results in :  Excel SpreadSheet CSV Text File XML File (34 kb)
View All

Type of - _ _ Beginn
Interface Agency System |Id "'mﬂ.te Lol LILEE Int_erfa::e ULt Total Amount Tranzacg
File 1D Time Date Edit Type Rows

R AP -
- AWACS-  10/23/2017 S . . ,
10/23/20° C 734 2115304 4! 0
1 AP g9010 AP 5-11-07AM 1072372017 Voucher 5734 2115304.4900 01996

Validation

8l



REMINDERS

Ol

W-9s required and

should be checked for
accuracy

02

DOS does not have
control over interfaced
changes to supplier
accounts

03

Interfacing bad
information can cause

issues. Supplier updates
should be submitted
when interfaced
information changes




INTERFACE

QUESTIONS?




DOCUMENTATION RETENTION



Although the Daily Operations

Section receives copies of W-9s/ _

W-8s, agencies are required to The SOS retentions schedules
retain the records per SOS can be found at the following

retention schedules web page:

, : http://sos.mt.gov/Records/State
 Agencies to retain for three years

* SAB to retain for five years

W-9 RETENTION PER SOS



http://sos.mt.gov/Records/State

W-9s and W-8s are updated by the IRS often.
Please use the most up-to-date forms

W-9 can be found online
at https://www.irs.gov/forms-pubs/about-form-w9

W-8s can be found online
W-9/W.-8 a%t ht.tps://apps.irs.gov/app/piiklist/Iist/priorForanub
lication.html?resultsPerPage=200&sortColumn=sor
REMINDER tOrder&indexOfFirstRow=0&criteria=formNumbe
r&value=W-8&isDescending=false

If your agency uses substitute forms, please
consider using the IRS forms

The IRS forms capture more information, including
government classifications

86


https://www.irs.gov/forms-pubs/about-form-w9
https://apps.irs.gov/app/picklist/list/priorFormPublication.html?resultsPerPage=200&sortColumn=sortOrder&indexOfFirstRow=0&criteria=formNumber&value=W-8&isDescending=false

QUESTIONS?
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