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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

VENDORS
General

In the PeopleSoft financial module all payees are considered vendors. The minimum information required for each vendor by the State of Georgia is the vendor’s name, address, tax identification number, and 1099 status.
Search and Review a Vendor
The review vendor page enables you to select whether to search for a value that is equal to the value you enter, contains the value you enter, or is not equal to the value you enter. A user may search by the vendor long or short name, name 2, vendor id, employee id, withholding name, and tax identification number.
The vendor summary page allows the user to view the remit to address, vendor status, and classification. The user can also see who created the vendor, when the record was last modified and by whom.
Agencies can review any complaints associated with a vendor under the review function in the system.
Add a Vendor
Vendors are shared by the accounts payable and purchasing modules of the PeopleSoft Financial system. A vendor must be added to the system before it can be used on a request for quote, purchase order, voucher or payment.

Vendors are added by agency personnel in an “unapproved” status. The system assigns a sequential ID number after you enter the vendor information and save the page. The vendor id is a unique identifier that you can use to locate specific vendor information. Vendor information and formatting is verified then the vendor is approved by the State Accounting Office vendor staff within 24 hours of vendor entry into the system. Once added, the vendor cannot be updated by agency personnel. All requests for changes must be submitted to the State Accounting Office vendor maintenance group at psvendor@sao.ga.gov or faxed to 404-463-5089. Vendor approvals and updates are normally completed within 24 hours of vendor entry or receipt of vendor maintenance form.
