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Traming
Objectives

The primary purpose of this presentation 1s to
provide an overview of Accounts Payable.



The Overview Will Include...

“*Creating aVendor

<*Forms of Payment — Life Cycle

“*Receiving
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Creating a Vendor

In order to pay a vendor, the vendor must be set
up in the FAMIS Accounting System.

Generally Accepted Accounting Principles and
State Law requires that an Encumbrance be
made prior to a purchase. There are very few
exceptions.

Types of Vendors — US Vendors, Foreign and
Temporary




Timing of Vendor Set Up

* Accounts Payable services the entire Campus

Community.
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* Allow Accounts Payable enough time to process the
Vendor into the system.

* Each form takes time to review and validate the company
or individuals before allowing them into the FAMIS
system.




Vendor Creation

There are two types of forms that can create a vendor in the FAMIS
system. These are the forms that are required by the Internal Revenue
Service. Theses are not TAMUCC formes.

Substitute W-9 - Individuals and
Companies

W-8Ben & W-8Ben E— All foreign
Individuals and Companies

One other exception is the Temporary Vendor process.




Vendor Create Form (Substitute W-9)

Why is it important to have a vendor complete a

Substitute W-9 form?

*  W-9is required by law or TAMUCC is required to withhold from the Vendor’s
payment, 28% per the IRS regulations. TAMUCC Policy is to never create a
vendor without a proper form of identification.

Why'-’ The University is required to withhold 28% tax

from reportable vendor payments, if a Taxpayer
|dentification Number (TIN), Social Security Number (SSN)
or Employer Identification Number (EIN) is not provided in
advance of payment.

Accounts Payable checks the following before a Vendor can be Validated:

1. Verify Vendor Form — W-9
IRS Check

3. Visual Compliance - Cannot conduct business with companies or individual if
on the Homeland Security restricted list

4. Postmaster — Legitimate and verifiable address


http://purchasing.tamucc.edu/assets/Accounts%20Payable%20Forms/Vendor%20Create%20Form

Sub W-9

Procedures for Setting up a Sub W-9

1. Verify the Sub W-3 Check that all the information is filled in Name, Email Address, SSN or EIN,
Home Address or Business Address, City, State, Zip Code, Phone Number and most important
that we have the Contact Person who filled in, if not, we cannot set this vendor up.

Substitute W9 & Vendor Direct Deposit Form

Transacthon Type: Choose an item For TAMUCC Use Only: Buy ABM: [ Concur: O] Funds: Choose an item

Payee Information:
Individual/Comparny/Entity Legal Name Enter Name HEN;-[JEDG Doe
{Mtung match TIM bobow):

Tasmaar ID 8- Entes Fadssnl Tas i0 Mismbar o SEN — indbdidusl/Sols Mopristos
HRK-HH-KHHKXK

CBA e (i Agprecaia . DA Feaiee (5l Appaicable)

Vendor Type = Seiect &l that appry:

= individusl fSole Proprietorship T C-Corporation T SCorporation T Pamnership 77 Trust/Estate ! Other

7 Limited Lisbdity Company. Enter the tax class@ication |C = C corporation, $ = § corporation, P = Partnershipl: Ent
Exismapt payee code (if any) Exermgtion from FATCA reporting code [if any)

Vendor Contact Information
" Jane Doe
Marmee: [Frint Name) Printed Mame P

555-242-8888

Phone Number

Please Provide an Emad for Orders: Email: Email sddress JHI'IB.BDG@W“.M

Wendor findiddusl Bemit to Address: Dhrder Address (For Business Entitles Ondy|:

O Mailing Adaress 111 Wendor Highway Shipping Adares Same or if different complete
oy Texas City sute Texas ciry Texas City sute Taxas
Zip Code THIJD Zip Code TR

Cartification: Undier Penabties of perjury, | certify that:
1 The nember thawn on thiz form iz my correct taxpayesr identfication number {or | am waiting for a number to be kaued to ma), and
5 | am mot subject to backup withholdng bocsune: (a] | am exempt from bachup withholding, or (b)) | Bave not Been notified by the isternal Revenae Service
(RS} that § am subiject to backiep withholding 35 3 rewlt of 3 failure 1o report 3l Inferest or dividesds, o fo) the IR has rotified me That | am ne onger
subiject o bacikup withhoiding. and
S lama US citiren ar othar LIS person (defined below], and
4 The FATCA comfels] emtered e this foem (iT any) imdicating that | am esemat from FATCA regasming b correct.
Caviification Iminuciionss You maust oo out iem 3 abows i you have been notified by the IS that you ane currently subljed o backep withholding because you

failed 1o report all interest & dividentds on YOus tin retuen. For real estate trandactions, item I does not apply

Direct Deposit Setup Information-Please fill out all fields to receive direct deposit.
Wil these payments be forewsrded (o & finsncial institution outside the U5 7 [ ves & Mo Acct Type: (5 Checking [ Savings

pank name Fill in with their bank Email for ACH Notification Jane. Doe@gmail.com
ABA Routing Wumber mxmx Account Murmvber xxxmxx

Furiuant to Section 400LO1E, Texas Gowernment Code, | authariss the Compiroller of Public Aocountz and/or apgiicasie financal NETution 2 designated by Texas
ARM Usbversity Syater Members bo desaall by electron tfasafer payrments cwed 16 be by Uhe State of T and I fecesseny, Feversal entiies ahd sdjustmers fod
sy amounts deposited slectronally in error. The Comparolies shall deposi the payemsents in the finsnoisl stmution & acoownt designated sbove. | reoogsars that i
i fail to prowvide complete & acourate information an this the procescing authargation form, the form may b Selaved or that sy paymaentcs may be erronsously
traraforred clocdtronically. | coment to & agree to comply with tha Naticnal Automates Clearing Houwe Azwocistion Mules B Begulations and tha Comatrodier’s.

sbout alectronic tranafers as they axist on the date of My slgnature on this form of o subseguently adopted, amanded or repealed.

Printed Name Signature: Date |Ml-l5t signi&date to be ar.‘tivq

Plesss mall or fax 1o Texss AEM Corpus Christl, Acooasnts Paysble, 6300 Ocesn Drive, Unit 5733, Corpus Christl, TX 78412-5733
For Questions email " [Rec 09 2015)
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IRS Penalties — Please note this!

Penalties

Failure to furnish TIN. If you fail to furnish your
correct TIN=te-a\requester, you are subject to a
penalty of [$50 fer each such failure unless your
failure is doeto'reasonable cause and not to
willful neglect.

Civil penalty for false information with respect
to withholding. If you make a false statement
with no reasonable basis that results in no
backup withholding, you are subject to a $500
penalty.

Criminal penalty for falsifying information.
Willfully falsifying certifications or affirmations
may subject you to criminal penalties including

T

& fines and/or imprisonment.
Misuse of TINs. If the requester discloses or
2 & uses TINs in violation of Federal law, the

Se requester may be subject to civil and criminal
penalties.




Vendor Create Form W-8Ben

The IRS has a special form for Foreign Vendors similar to W-9.

It is called a W-8Ben & W-8BenE— Accounts Payable handles this
form in the same manner as a W-9. This is an IRS requirement.



http://purchasing.tamucc.edu/assets/Accounts%20Payable%20Forms/Vendor%20Create%20Form

W-8Ben

T- 09%7-0

~- W-8BEN Certificate of Foreign Status of Beneficial Owner
S a——y o for United States Tax Withholding e b i l\
s | > S e 2o, 5 e ewonn B\

= AUS clires or other U.S. person, Inchuding a resident aben indwduasl | | a

City of o, stale of prowincs mmﬁﬂ—‘m
— SECHNDERARAD . ANPHAR PRANESH - sna ans

5 Maling eddmss §f ciffersrs trom abowe)
mwmmummmoﬂmm Country (3 not abbreviate) -

e T e e—

& US mapayer . . [
LI fema ron
Il Cisim of Tex Treaty Benasfits (1 appicabie]

B | cortiy that [check all Thet wpsiyh : ) .

L e e L S T PRI OF T T00Me Sty Befsen e Uniied SReses 4 G coumry.

B O o cecuiedt. 3he ULS. taxpeyer identificasen number i stated on e & fseo instractiona) 3 =

e D mmmummw.mm.mp“ammmnnmm—mw,u
Apcicatie, Mestt e feuire TNt OF (e edly broviglon g A on me Instr,

« O The Banaticiet Gwmer in not an imdividusl. i SEMING reaty benelis Tor dhicentds receivad $om & fomsign Somporation o Interess Fom 8
umrm—ﬂ-ﬁwmmmmmmmw

« O “mmﬂrﬂﬂmhmmumhmmﬁmﬂmmﬂlm-duﬂﬂ'

ymar i e BogreGate. SB00.000.

Fomm 8833 i 9w amours stiect w0 -] Srtng &

) ssNerms [ e l
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"w Fabes et o ur Trea wrar i clel
wuaty identifed on lne Sa sbowe 10 clarm e . a..... » o wathrcidng of Ruéfum PRofFSTXE .
muum—hw“;-nmﬁ:mmﬁm%wmm
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Contracts . ) .
- L] e contracts Foe wihich e INCome i fot aflecihety
Ssonduct ol 8 Tace of business in the Unibed Saates | 0 s stalerant as
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Direct Deposit - Vendor

Tramaction Type: Choc It For TARMUCT Use Onby: Buy ABM: ® Concur: ]  Funds: Choc ar it

® Th e U n ive rs ity “‘1 Substitute W9 & Vendor Direct Deposit Form
N
W
prefers that we =
o \f‘ﬁ K}';l\lI B formati
SIVERSTTY 1 :
p ay AI I U S ;I]Ji![:i. -]I? I:mu:wcu-:;::ﬁnliw Legal Mame  Enter Mame HerelJane Doe
I ol b Mt match TIN bl
V d b AC H . Taxparer i i Enter Foderal Tas 80 Mumbier or  SSN — Individual/Sole Proprietor xxx xx m
enaors by e VPt O Wk PRI
I ! Vendor Type — Select all that appiy:
0 r ay m e n S = Individual/Sole Proprietorsbip 77 C-Corporation S-Corporation T Partnership T Trust/Estate 1 Other
T Limited Lisbdity Company. Enter the tas class#ication (C = C corporation, § = 5 corporation, B = Partnershiph: Enter Classification
terms — Direct

Exirmpt papes code [if amy) Exsingtion froem FPATCA reporting code [if sy

Vendor Contact Information

Jane Doe 555-242-8888
. Marme: [Print Name] Printed Mame Phone: Contascl Phone Mumber
D e p 0 S It o Pleaie Provide an Emad for Orders: Emall Email sodgress Jane Doe@gmail.com
Vendor individual Remit Lo Address Ovder Address (For Business Entilles Ondy):
P Th iS re u i res a wtailing address 111 Vendor Highway shipping adaress Same or if different complete
q oty Texas City state TEX3S city Texas City sate Taxas

particular partof === . o 78332

| The nenber thown on this form iz my correct taxcpayer identfication number {ar 1| am waiting for a3 number to be Baued to ma), and

2 lam st sibject o batkup withhaldng becssie: (a] | am exempt from badup withholding, or () | bawe Aot been aotified by the sternal Revenae Service
t h e S u b W_9 {WR5} that | am subiject 5o backep withhodding as.& result of a failure fo reposs all irderess or dividesds, or i the RS has notified me that | am no onger
subiject o backisp withholding. and
3. lamaUl ctiten or other US person jdefined belowd,

2 The FATCA costafs) estarad on this form (I sy IR i ENEMET FROMm FATOA FEgaing & Dorrect
M Cartification Imtrociions: You must oross oul em 3 abows # you have been neiified by the 1K that you are currenily sublied b backen withholding becauss you
0 r l I I 0 e I e Pallad 1 FEEOT 8 INNGTEIN B Ohvlenids o YOud ThE FELET. FOY foal SIETE FaRIEcto . N6 I 206 Hot &ty

Direct Deposit Setup Information-Please fill sut all fields to receive direct deposit.

0 u t by t h e Wil these payments be forwarded 1o 2 financial institution cutside the U.5.7 [ Yes [ No Acct Type: (& Checking [ Savings
pank Hame Fill in with their bank Emall for ACH Notification Jane. Doe@gmail.com
ABA Routing Number 3OO0 AL TR N PS50 459 4

Ve n d 0 r Pursuant fo Section A00LOLE, Texas Government Code, | authories the Comptrolier of Pubilic Acourts and/or 300|icatis Financal mmetetion o dosgrated by Tesas
ALM isiversity Syatern bemib trone Trasafer payments owed 16 be nd if necrsseny, reversal entries o | sermerts fou
vy amoun s deposited el uthen & accownt desgnated above. | recogeire 1han i/
1431l 1o provide complets & crursts Information on thit the BrocEEEing JUthoriracion form, the form may b Selyysd oF that My DIVMants myy ha Srronacushy
tranafared cloctronically. | coment 1o & agres bo comaly with the National Automarted Cloaring Houe Axscciation Rubes & Begulations and the Comatrolies’s

PY IVI u St h ave e m a i I sbout diectronic tranafers a3 Ehey aril o the date of my slgnature 3 fore of o3 subsoguently sdouted, amanded of ropealed.
Signature:

Frinted Name Date |M'-l5l sign&date to be aclivel

. o .
fo r n Ot Ifl Cat I 0 n Please mall or fax to Texas ABM Corpus Christl, Acoounts Payable, §300 Ocean Drive, Unit 5733, Corpus Christl, TX TB412-5733
. For Questions emall Scounts.poysbis@tamucc. oy (Rec 09/2015)

http://purchasing.tamucc.edu/assets/Direct%20Deposit%20Authorization%20form.pdf



http://purchasing.tamucc.edu/assets/Direct%20Deposit%20Authorization%20form.pdf

Where are the Form located

for Creating a Vendor?

http://purchasing.tamucc.edu/accounts p
ayable/online forms.html



http://purchasing.tamucc.edu/accounts_payable/online_forms.html

Any Questions?




Accounts Payable - Payment Processing

The Famis System allows Accounts Payable to process a payment if the
following exists:

* Us, P’s, E’'s and Voucher Creates — Please contact Purchasing Dept. or
Contracts Dept. to understand what is needed to initiate these forms or
create these forms.

* A user would need to have access to Famis to Create L’s, P’s, and E’s.

* The Voucher Create Form is used for Exceptions and Reimbursements or
internal payments such as Utilities.

* Please refer to Purchasing rules as to which form to use. After the Facts
can still be done on Us if for under $5,000.00. This is the preferred
method. Receiving should be done up front and After the Fact form
should be included when invoices or items to pay are submitted to
Accounts Payable.

If a Voucher Create is used to purchase merchandise or Service
that is not encumbered, it is considered to be an “After The Fact”
Purchase and is out of compliance with University Policy.




Accounts Payable Payment Types

* Paper Check
* ACH — Direct Deposit
* Wire Transfers

Once the L, P or E has been routed and approved, then the
order can be placed. The L, P, or E should contain information

that the invoice should go to Accounts Payable. Invoices
must have L, P, or E number on them or
Payment could be delayed.

Accounts Payable has three methods to receive an invoice:

* Accounts.Payable@tamucc.edu (the preferred method)
* US Mail - Unit 5733
* Or Walk it over if it is HOT — Contact Accounts Payable x2780

-



mailto:Accounts.Payable@tamucc.edu
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*How to complete a Voucher Create Form
P o —

Voucher Create Form

“*When should a voucher create be used?

*\oucher Create Form



http://purchasing.tamucc.edu/assets/Accounts%20Payable%20Forms/Voucher%20Create%20Form.pdf

Voucher Creates

D MNon-Compliance ' ACCOUNTS PAYABLE AP Vioucher
VOUCHER CREATE FORM
l:l Research Approval

VENDOR NAME: VENDOR/SS#:

REMIT ADDRESS:

ALT VEMDOR NAME
CITY, STATE, & ZIP:

ALT VENDOR # (55 Last 4 digits)

INV. DATE: ORDER DATE: DELNVERY DATE:

fcircle one) SEND SUPPORT: YES/ NO *F YES, PLEASE SUPPLY COPIES TO MAIL WICHECK™
DESCRIPTION:
COMMENTS:

OMLY Use= link when paying a Vendor, not for Employee reimbursement
NON COMPLIANT:  Click on the link to fill cut ATF FORM and forward to Purchasing for approval.

FOR ACCOUNTS PAYABLE USE ONLY: {STATE ACCOUNTS]  USAS DOC TYP LDT CODE:

"LINE#1:
INVOICE # -
"LINE #2:
INVOICE & -
"LINE #3:
INVOICE # -
"LINE#4:
INVOICE # -
"LINE #5:
INVOICE & -

TOTAL:

DEPARTMENT USE
PREFARED BY: UNIT# DATE: EXT#:

APPROVED BY: DATE:
(RESPONSIELE PARTY ON ACCOUNT)

| CERTIFY THAT THE EXPENSE $HOWN ABOWE IS TRUE, CORRECT AND UNPAID: DATE:

ACCOUNTS PAYABLE DATE STAMP FOR ACCOUNTS PAYABLE USE ONLY
Comments:

AUDITED BY: DATE:

APPROVAL: DATE:

Form mot to be used for Employee Travel Reimbursements




[f you don't see your payment

going thru! What to do!
Pick up the phone and call us x2780.

Email us directly but always copy
Accounts.Payable@tamucc.edu

Remember that we serve the entire
campus community.



mailto:Accounts.Payable@tamucc.edu

Three Way Match to Process

Payment

1. Purchasing Document

2. Invoice from the Company or
Individual

3. Receiving by the Department

If these three items are not accomplished, a payment can not be
processed in FAMIS.

Are you doing Receiving?

Is it Prompt and exactly what you ordered?
Contact Accounts Payable if there are issues.




Congratulations!!!!

You have completed the Accounts Payable Overview for the
Financial Managers Certification — Other Financial Matters
Session ....

One more thing...

Take your TEST!!!!

GOOD LUCK!
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