Vendors, Vendors, Vendors
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ZZMISCCORP  Miscellaneous Corporation
ZZISCINDY. Miscellaneous Indiidual
ZZMISCOTHR  Miscellaneous Other Company.
ZZWISCPART  Miscellaneous Partnership



Did you know that for one-time or infrequent payments there are miscellaneous vendors that may be used?  The following four miscellaneous vendor codes shown below are set up in eMARS for this purpose.  

Using these vendors requires more information to be entered on the payment request (i.e. name, address, and taxpayer information if the object is 1099 reportable).  However, by utilizing these vendor codes for those one-time or infrequent payments, you will save time and effort by not having to create a new vendor customer record within eMARS.

When creating VCC documents, there are certain fields that the Controller's Office requires completion with specific values.  This vendor checklist below shows the fields that are required and the specified values.  Any VCC or VCM document that does not have these values correct will be rejected by Statewide Accounting Services (SAS.)  Rejecting VCC or VCM documents could potentially cause delays in other documents needing to be processed that reference the vendor customer code.  Please spend a few minutes verifying the information in these fields before submitting the VCC/VCM to ensure all values are correct.  Doing so will save time and ensure accuracy of our vendor information.

The following list identifies the fields and the specified value for each as required by SAS when submitting VCC or VCM documents. 
	Vendor Customer Section

	General Information Tab

	· Vendor Customer – Begins with VC or VS

· Auto Generate - Checked

· Location Name – Needs to be Address Line 1 from the address
· Organization Type – Must be entered

· Name or Company Name- Name must match with TIN Matching with IRS –request a W9 from the Vendor for TIN and Name verification

	Account Indicators Tab

	· None of these should be checked without justification in comments

	Organization Tab

	· Classification – Must be entered

· Taxpayer ID Number – Must be entered and valid

· Taxpayer ID Number Type – Must be entered and valid

	Disbursement Options Tab

	· Category – STM

· Default Priority – 99

· Default Format – REG

· Scheduled Payment Day - blank

· Single Payment Indicator-Checked

· Name on Check – Both

	Prenote/EFT Tab

	If EFT payments are requested, vendor needs to complete and sign SAS63 form:

· Generate EFT Payment – Checked

· ABA Number – Entered and valid

· Account Type – Checking or Savings

· Account Number – Entered

· EFT Format – CCD

· EFT Status – Eligible for EFT

	Address Section

	· There must be at least two addresses (one payment and one ordering)

· Default Record – Checked for Payment and Ordering address

· Address Information - Auto Generate Box Checked

· For Address, Address ID should be AD001 and Phone Number is required.

· Contact Information- Auto Generate Box Checked
· For Contact, Contact ID should be PC001, Contact and Phone Number is required

· Select a Correspondence Type for Contact (Postal Service, Email or Fax)

· If the vendor has a single address that will be used for the Ordering and Payment address, only create one Address ID (AD001). To do this, copy the existing address line, Insert Copied Line and change the address type.

· If two address codes are on the document with the same address, the document will be rejected.

	1099 Reporting Information Section

	Taxpayer Information Tab

	· Vendor Customer, Taxpayer ID Number, TIN Type - Must be entered

· Name, Address, City, State, Zip Code – Must be entered

· 1099 Reportable – Checked

	Business Type Section

	· Business Type ID – Must have one business type entered

	Certification Section

	· Vendor Active Status – Active

· Vendor Certification Status – Complete


