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State of Kansas
DA130 Procedure
Statewide Management, Accounting and Reporting Tool
	Date Created:
	November 9, 2015

	Last Updated Date:
	February 9, 2016

	Reason for Job aid:  


	The DA130 form is used to add or change banking information for electronic deposit of supplier payments (ACH).  This form is the official document used by the State of Kansas for authorization to make electronic deposits for all non-employee suppliers.  The only exceptions are agencies that pay an employee travel and expense out of the SMART T&E table. These agencies may use the State DA184.

	1.
	The form is not and should not ever be on any website. 
The DA130 should be used whether the agency is adding the ACH to a new supplier or the Service Desk is adding the ACH to an existing supplier.
To request the DA130 form, submit a Service Desk ticket. 
	If you are unfalimiar with creating a Service Desk ticket, please see the job aid using this link
http://smartweb.ks.gov/training/manageengine/creating-a-help-desk-ticket


	2.
	Agencies are responsible for providing the DA130 to the supplier.
The completed DA130 must be accompanied by official banking information. Routing number, account number and bank name are required. Altered documents will not be accepted. 
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Currently, acceptible forms of bank documentation are:

Bank Letter

Voided Check

Deposit Slip

 The DA130 will not be processed without this documentation.



	3.
	Agency personnel are responsible for verifying that information (completed  DA130 and bancking documents) received from the supplier is acceptable and complete.  
	Please ensure that your agency has filled out the upper right corner of the form. 
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	4.
	If you are entering this information into a new supplier, attach the DA130 and the bank document to the supplier. 

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

• The recommended size limit for a file being attached is 1 MB. 

• Agencies should not attach CAD (Computer Aided Design) files or picture files (examples - .jpg, .tif, .png, or .gif). 

• Excel, Word, PDF, or similar files, are appropriate. 

• Multiple attachments are allowed. 
• 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. 



	5.
	The banking information can be entered for the supplier.  If this information is for a new supplier, attach the DA130 and the bank document to the supplier. 
On the Location tab, click on Attachments.
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	6.
	On the next screen, click on Add Attachment
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	7.
	Use the Browse button to find the file you need on your computer.  Then click Upload
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	8.
	Your file will appear on the attachment screen.
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	9.
	If you do not have the DA130 and bank document when you create the supplier, you will create a Service Desk ticket. 

The Service Desk ticket must have supplier name, supplier # ,DA130 in the subject line.
Attach the completed DA130 and banking documentation to the ticket. 
	First and last name of the supplier, supplier number and DA130
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	10.
	Central Processing will attach the DA130 and banking information to the supplier record when the ACH information is entered.  Agencies are responsible for maintaining the completed DA130 and supporting documentation per record retention guidelines. After the ticket is closed, the agency can select the ACH as a payment type. 
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