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	Before creating a new supplier, you must check to see whether the supplier already exists. This helps prevent duplicate suppliers. Even if a supplier says they are new, check anyway. If it’s been a few years or they have changed their name, they could still be in the system.



	1.
	Sign in to SMART. From the Home page in SMART, click on on the Main Menu, click on ‘Suppliers-Supplier Information-Add/update-Review Suppliers
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	2.
	Enter the Suppliers tax id in the Withholding Tax ID box. This is either the Social Security Number  (SSN) or the Federal Employer Identification Number (FEIN). You will need to click on Search. 
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	3.
	If a Supplier is already in  SMART with that tax id, the system will pull them up in a list. 

If it is not in SMART, you will get a message that states 

There are no rows available that meet your search criteria. 
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	4.
	If you see the Supplier that you are looking for, click on the Action menu to the left. Then click on Maintain Supplier and a new tab will open in the Supplier table with that Supplier. 
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	5.
	If the tax ID does not pull up an existing supplier, you are free to create that supplier. 
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