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TECHNICAL COLLEGE SYSTEM OF GEORGIA 

ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office

2.14  
Vendor Maintenance

General

The accounting system supported by the State of Georgia’s State Accounting Office requires the use of a statewide vendor file that contains pertinent information on each vendor who conducts business with the State of Georgia.  In the accounting system, all payees are considered vendors.  The minimum information required for each vendor by the State Accounting Office includes the vendor’s name, address, tax identification number and 1099 status. 

All new vendors should complete an IRS form W-9 to do business with the Technical College System of Georgia (TCSG) or the applicable technical college.  The appropriate entity is responsible for maintaining completed W-9 forms for its vendors with which business is conducted.  A W-9 form can be found at https://www.irs.gov/pub/irs-pdf/fw9.pdf.  
In order to ensure separation of duties within the accounting function, it is suggested the person with vendor maintenance responsibilities be outside the role of purchasing or accounts payable.  A staff member with expensing responsibilities should not also have the ability to set up vendors.  For example, an accounting technician with Accounts Receivable access may be given the responsibility to set up vendors in the accounting system if that person does not have a role in purchasing, accounts payable or travel expenses.

Search and Review a Vendor

In order to search for a vendor in the accounting system, go to Vendors, Vendor Information, Add/Update then Review Vendors.  Since the vendor file within the state’s accounting system is a statewide vendor file shared by other agencies, the SetID will need to remain as STATE.  The Review Vendors page enables a 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, withholding name, classification, address or tax identification number.

To view the information for that vendor, navigate to Vendors>Vendor Information> Add/Update>Vendor and you will see the remit to address, vendor status and classification as well as who created the vendor, when the record was last modified and by whom.

Adding Vendors to the PeopleSoft Financial Accounting System

In order for purchase orders and accounts payable vouchers to be processed in the accounting system (e.g. utilities, rents, and other operating expenses), the company or individual must be established as a vendor in the vendor file.  
Users should first run the 0VN001_Vendor_Search query and search by the individual’s Social Security Number or the company’s tax identification number (FEI) number to be sure that the vendor is not already in the system.  A search can also be performed in Review Vendors by Name to confirm that the vendor does not already exist in the accounting system before any vendor is added. 
Appropriate training and security access is needed in order to process vendor additions.  The appropriate Administrative Services staff member will add vendor information in the accounting system with an unapproved status.  The State Accounting Office will approve all vendors.  Users should check for an approved vendor status within 48 hours by viewing the Summary tab. SAO will contact the user by email if the vendor is not approved.
Steps to Take When Adding a Vendor in the Financial Accounting System
1. Go to the Main Menu and follow this navigation: Vendors>Vendor Information> Add/Update>Vendor then click on Add a New Value.  The SetID will remain as STATE, leave the Vendor ID as NEXT (so the system will automatically generate the next consecutive number), then enter the appropriate Persistence category (would more than likely always leave as “Regular”). 

2. Complete the required information on the various panels. 

3. The State Accounting Office’s website (https://sao.georgia.gov) has a training tool that can be accessed in order to assist with the entry of panels within the accounting system.  Go to Training & Calendars, TeamWorks Training, and click the link TeamWorks Financials Online Training.  Look for the Vendors module in order to access additional information related to this topic. 

Updating an Existing Vendor in the PeopleSoft Financials Accounting System

1. User must first verify that the new information does not already exist in the accounting system. 

2. Complete the Vendor Management Form which is located on the State Accounting Office’s website at http://sao.georgia.gov/vendor-payment-management then click on “vendor management form” located in the second paragraph.  Once completed, the vendor form should be submitted to the Vendor Management Group via secure fax at 770‐357‐7380 or emailed to psvendor@sao.ga.gov.
3. SAO will complete the changes by the next business day.

