Divisions

A division must be created when two vendors with different names share a tax id.  

Questions

If you have any questions about creating or editing vendors contact Accounts Payable:

Tricia Cochran patricia.cochran@colostate.edu
Beth Fritzler beth.fritzler@colostate.edu
Jackie Riba jackie.riba@colostate.edu
   

VENDORING QUICK GUIDE 
general rule

Prior to creating a new vendor request please do a vendor search to insure the vendor is not already in the system.  Be sure to use the * as a wildcard.  Please be sure to try the wildcard before and after the name (i.e. *smith*). Vendors may also be searched by tax id (a social security number is also a tax id).  Please check the vendor abbreviations (can be found on the Accounts Payable webpage) when searching.   Please remember that KFS is not case sensitive…how you enter the information is exactly how a check will print.  Please use upper and lower case or all caps.  Please do not use punctuation in the vendor name.  Please do not use an apostrophe as that will cause a problem with our check fine.  Please note all new and edited vendors must be approved by Accounts Payable before you can use them in KFS.  Accounts Payable will approve new vendors throughout the day as time permits.  
When creating new vendors:
 All new vendor requests must have W-9 or W-8BEN prior to Accounts Payable approving the request.  W-9/W-8BEN forms should be attached to the vendor request.  If the W-9 has social security number Accounts Payable will print and delete the attachment prior to approval.  Please do not shred the original copy of the W-9 until you get your FYI that the vendor has been approved.  Normally line 2 or DBA of the W-9 is what the vendor name should be listed as.  A tax id can only be assigned to one vendor.  If we have two vendors with the same tax id a division will have to be created.  
1. Kuali only accepts 40 characters in the vendor fields.  Unfortunately you will be allowed to input a few more than 40.  
2. A PO address is the only address needed when the vendor has not provided a different remit address
3. Individual vendors need to be created under the vendor name (first name space last name) Do not add them under Vendor last Name, Vendor first Name.

4. The ownership type for individual vendors need to match the ownership type on the W-9

5. When creating a new vendor to a foreign address please make sure you change the “Is this a foreign vendor” box from no to yes.

6. BE sure to include a fax number or email address so that Procurement Services (Purchasing) is able to disburse the PO to the vendor.
EMPLOYEE VENDORS
Employees will not be found when doing a vendor search. Only actual vendors are in the vendor lookup.  Employees can be found when creating a DV under Employee ID.  Occasionally an employee will not be in Kuali when you are creating a DV.  An employee must have the following to be in Kuali as an employee:  

1.  An ename

2. Be an active employee (in the current employee table – not in as an ex-employee, retiree or an associate).

If you know your employee has an ename and is active but you still are not fining them.  Please contact Jackie Riba by email and she will have the employee reactivated in Kuali.  
FOREIGN VENDORS:  

The IRS has issued new regulations (effective 7/1/14) requiring all foreign entities and foreign individuals to have a W-8BEN or W-8BEN-E on file with the paying institution before payments can be made.  Questions about the IRS regulations can be directed to Tax Services.                 

1. Due to this new regulation, effective immediately, AP will need to have the appropriate document on file before we will be able to pay a foreign vendor.  

2. When creating a new vendor to a foreign address please make sure you change the “Is this a foreign vendor:” box from no to yes.

3. The only exception is if a vendor is being reimbursed.  If this is the case, please be sure to attach the appropriate documentation so it is part of the vendor record (notes and attachment tab).  

4. In order to be in compliance with the new regulations, Accounts Payable is working on inactivating all foreign vendors that do not have a W-8BEN on file.    

Editing an existing vendor address

5. If the vendor has a new name but same tax id the vendor name can be changed.  A W-9 must be provided prior to A/P allowing the change.  

6. If the vendor has a new name and different tax id a new vendor must be created and the old vendor will be made inactive. 

7. Do not add an additional remit address if the old remit address is no longer valid.  Just edit the old remit address.  Only add a new remit address if the vendor has multiple remit addresses.  Once an address is in Kuali it cannot be removed from the vendor file.  It can only be made inactive.  

8. If there is only a PO address on the vendor file and that address is no longer valid please change that address and do not add a remit address.  

9. If there is a PO and a duplicate remit address that is no longer valid please change the PO address and make the remit address in active.  

10. If there is only a PO address and that address is still valid please add a remit address. 

11. Please be sure to attach backup (i.e. invoice, quote, etc.) in the notes section when adding or changing an address. 

Please note all PO addresses will be sent to Procurement Services to Ad Hoc approve.  
