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State of Kansas
Creating a New Supplier
Statewide Management, Accounting and Reporting Tool
	Date Created:
	July 18, 2014

	Version:
	V.1.0. Revised October 15, 2015

	Before crating a new supplier, make sure you have a W9. This document will have all of the information you need to create the supplier. 
	This Job Aid will help you create a new Supplier from start to finish. Please ensure that you have the W9 and other necessary documents before creating the supplier. These documents will give you all of the necessary information to create the supplier and will be attached to the supplier file. 
Once a supplier has been created, the agency will be locked out of making any changes. 

	1.
	Log in to SMART.  At the top, click on MainMenu to access your options. 
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Top Menu Features Description ov

Our menu has changed!
‘The menu is now located across the top of the page. Click on Main Menu to get started.
Highlights

Recently Used pages now appear under the
Favortes menu, located at the top left

Breadcrumbs visually display your
navigation path and give you access to the
contents of subfolders.

Menu Search, located under the Main
Menu, now supports type ahead which
makes finding pages much faster.






	2.
	To create a new Supplier
Click Main Menu
Suppliers
Supplier Information
Add/Update

Supplier
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	3.
	On the next screen, choose Add a New Vaule

Do Not change any of the information on this page.

Click Add 
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	4.
	The Identifying Information tab will be the first to open. The default Supplier ID is NEXT but an ID number will be generated once you save your supplier information.
The Supplier Short Name is the Last,First of an individual and the first part of the name of a business. This box only holds 9 characters so the whole name will not fit.
DO NOT CHANGE any of the defaulted areas. 

Use the information on the W9 to fill out the Supplier Name. 

Supplier Name is the full name of the Supplier.  IE;
JOHN SMITH

JOHNS AUTO INC. This must be the name as the IRS has it. 
If you have a DBA for a business, this can go in the Additional Name field. 

The Withholding box will need to be checked. If you are not sure that the supplier is withholding applicable, go ahead and check the box. It is better to over report than under report.
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To assist in determining if the supplier is withholding applicable, see the 1099 and Withholding Informaiton Training Guide at this link

https://smartweb.ks.gov/training/accounts-payable


	5.
	Next you will click on the Address tab.
The first address should always have the description of MAIN or Corporate. This is the address where the 1099 will be sent. 

DO NOT CHANGE the Effective Date. The first address entered will always have this default date.
	[image: image7.png]Identiting Information || Address || Contacts || Location || Custom |

SetiD SOKID
Supplier D NEXT Short Supplier Name Supplier
‘Supplier Address Find [ViewAl  First 0 1or1 ) Last
Adress 1D 1 =
Pescrpton| ]
Details Find | ViewAll  First (0 1011 ) Last
Effective Date 01/011501 |5 Effectve Status Adve  ~ =

| ) Payment/Withholding Alt Names ]

Phone Information Personalize | Find | ViewAll | 2] B First (¢ 1011 0 Last

“Type Prefix Telephone Extension

“Payment Location - ] oot 1 1 =






	6.
	SMART has an address validation system called Clean Address. This system is tied to the Supplier Address tab. As you fill in the address, Clean Address will autofill. Enter the street and zip code and the city and state will populate. 
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	7.
	If the address is not recognized, the system will give you suggestions in blue at the bottom. 
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	8.
	If you need to have a payment go to a different address, you can add as many addresses as you need. Click on the + to the right of the Description. This will create a new Supplier Address ID.
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	9.
	If you need to have the payment made out to a name other that what is listed as Supplier Name 1, put this information in the Payment/ Withholding Alt Names area at the bottom of the address.
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	DO NOT use the Withholding Alternate name. This area is not used by the state for withholding purposes. 
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	10
	Next click on Location tab to fill in the payment information. 

The first location MUST be 001. The Description should be SYSTEM CHECK.

You will click on 1099 
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	11.
	The 1099 area is for the IRS information. For most Suppliers the Type and Class are 1099 07. 
The Taxpayer Identification Number is the SSN (Social Security Number) or FEIN (Federal Employer Identification Number). 
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If you need assistance in determining the correct Type and Class, please see the 1099 and Withholding Information Training Guide and Job Aid at 

https://smartweb.ks.gov/training/accounts-payable


	12.
	The information should generally look like this. If your Supplier has an FEIN instead of a SSN, put F in the TIN Type. 
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	13.
	If you need to add an ACH or a payment location with a different default 1099 type, click the + to the right of the Description.
If you are adding an ACH, ensure that you have the DA130. See the DA130 Procedure job aid at https://smartweb.ks.gov/training/accounts-payable
The next location is 002. If  ACH, the description is ACH****1234 (the last four of the account number)
Add the 1099 information just as you did on the first location.
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	14.
	Click on the Payables link. 
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	15.
	This menu will open. You will need to open the Additional Payable Options and the Supplier Bank Account Options.
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	16.
	The Additional Payables Options will open 6 windows. You will only need to access the Additional Payment Information window. You will change the Pay Method Options and the Payment Method. 
You will change these to Specify and Automated Clearing House.
	[image: image20.png]¥}Additional Payables Options

Payment Control

Bank

“Bank Options _ Default from Higher Level

Bank

a

Account

Currency

a

Rate Type

a

PayGroup|__|Q,
“Delay Days DefautfomBU ]
oiscount|0
vt g
Hold Payment Complex Routing
Aiays take discount Separate Payment
Factoring Apply Netting

Draft Processing Control

“Draft Sight Options  Default fom Higher Level =
Draft Sight Code Q
“DraftRounding DoNotUse «
Rounding Position
“Remaining Amount Action DonotissueDrat  ~
“Payment Method [CHK | Check
“DraftOptimize DoNotUse  ~
Wax Number of Drafts

Holiday Processing Options

“Holiday Processing Defaultfrom Higher Level

Holiday Options -
P e T

Addtional Payment normation

“Layout Option _ Use Bank Account Defauit

Layout Q
“Handiing Options Defaultirom Higher Level
Handling Q
Reschedule ID Q

Document Sequencing Type
“Sequencing Options  Defaultfrom Higher Level
Document Type.




[image: image21.png]Additional Payment Information

“Layout Option | Use Bank Account Defauit -
Layout Q
“Handiing Options Defaultfiom Higher Level
Handling Q

Reschedule ID Q





	17.
	The Supplier Bank Account Options will open one window. All of the highlighted areas need to be filled out. 

The Account Type will ONLY be either Check Acct or Time Dep (for savings)
The Bank ID Qualifier is always 001. The DFI is 01.
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	18
	If the supplier will need to be paid with a P-Card, you will need to add this to the supplier. 

Click on Procurement in the Location tab.
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	19
	You will need to scroll down to the bottom to the Procurement Card Information
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	20
	Expand that menu option. Click on the Accepts Procurement Card as payment method
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	21
	This will open the next window. 

Change the ProCard Dispatch Option to Contact Cardhorlder.

Change the Card Type to Visa. 

Click OK and it will take you back to the location tab. 
EACH LOCATION will need to have the P-Card turned on. You will now need to go to the other locations and go through the same procedure to add the P-card.
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	22
	Now that the supplier has been created, you can attach the documents to the supplier file. 

Please see the guidelines for document requirements.
	Informational Circular 16-A-007 Attachments in SMART 
Information regarding attachments in SMART: 

• Attachment size should not exceed 1MB 
• Multiple attachments are allowed. 

• For vouchers that are interfaced, the agency must attach support documents after the voucher has been created in SMART. 

• Avoid attaching documents that do not add value to the transaction. 

• System retention for attachment files is expected to be 3 years. This period may be reduced if storage space becomes an issue. 

• Agencies should not rely on SMART as the method for meeting record retention policies. 



	23.
	On the Location tab, click on Attachments. 
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	On the next screen, click on Add Attachment
	[image: image30.png]Supplier Location Attachment

SetlD SOKID
SupplierID 0000031519
Supplier Location 001

Details Personaize | Find | View All| 20| First (4 10f1 ) Last
File Name  Description User Name DaterTime Stamp.
View =

‘Adding large attachments can take some time to upload, therefore,
transaction before adding large attachments

is advisable to save the.

[k ][ cancer |






	25
	Use the Browse button to find the file you need on your computer.  Then click Upload
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	Your file will appear on the attachment screen. 
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	27
	Click OK and you will be back at the Location tab. 
	Once you Save the Supplier, you will be unable to get back in to make any changes. 

	28
	If there is more than one payment location, you will be directed to a new screen when you save the Supplier. 
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	Scroll to the right. Click on the magnifying glass.
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	A new window will open. Select New Loc.
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	After you select New Loc, it will take you back to the main screen. ALWAYS CLICK OK.  Do not use the enter button. 
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	Now you will be able to save the Supplier.
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