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	Reason for Job aid:  

	The DA-130 Authorization for Electronic Deposit of Supplier Payment form is used to add or change banking information for electronic deposit (ACH-Automated Clearing House) of supplier payments.  This form is the official document used by the State of Kansas for non-employee suppliers to authorize electronic deposit of payments.


	1.
	Agency must request DA-130 form
	The DA-130 form is not available on any website.

Agency must request DA-130 from by submitting a ManageEngine Service Desk ticket.

For questions on submitting a ManageEngine Service Desk ticket, see the job aid at this link:
http://smartweb.ks.gov/training/manageengine/creating-a-help-desk-ticket


	2.
	Agency must provide DA-130 form to supplier
	The DA-130 form shall not be published to any agency website. The DA-130 form must be provided directly to the supplier. The DA-130 form must be completed by the supplier or an authorized representative.


	3.
	Bank documentation must accompany the DA-130 form
	The DA-130 will not be processed without the appropriate bank documentation.

Acceptable forms of bank documentation are:
· Bank Letter
· Voided Check


Bank documentation must include:
1. Supplier name
2. Bank name
3. Bank routing number
4. Account number

A letter from the supplier with the bank information is not acceptable documentation.


	4. 
	Agency must verify supplier information is acceptable and complete
	Agency personnel are responsible for verifying the completed DA-130 and bank documentation received from the supplier is acceptable and complete.

The agency is responsible for contacting the supplier using known contact information to verify the supplier did request the ACH change and that the person requesting the ACH change has the authority to do so.  Confirmation of the requested change is recorded by the agency in section 5. of the DA-130 form.
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	5.
	If this is a new supplier, agency will enter ACH information provided on the DA-130 form
	If this is a new supplier, agency will create the new supplier and enter ACH information provided on the DA-130 form. If the new supplier has not provided the DA-130 form and bank documentation, agency will create the new supplier with a payment method of system check.

For questions on creating new suppliers in SMART, see the job aid Creating a New Supplier at this link: https://smartweb.ks.gov/training/accounts-payable



	6.
	File attachment guidelines
	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. 


	7.
	Add attachment
on the Location tab
If a supplier is created with ACH information and the documentation is not attached, the Supplier Team will approve the supplier but place the ACH on hold until documentation is received. A service desk ticket will be created to the agency to notify them that the ACH is on hold and that the documentation must be sent. 
	Add the DA-130 form and the bank documentation to the supplier record on the Location tab.
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On the Location tab, click on the Attachments link.
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On the Supplier Location Attachment page, click on the Add Attachment button.
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Use the Browse button to select the files for attachment. Click the Upload button.
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The file name will appear on the Supplier Location Attachment page.
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	8.
	If this is an existing supplier, agency must submit a ManageEngine Service Desk ticket
	If this is an existing supplier, agency must submit a ManageEngine Service Desk ticket to have the ACH information added to the supplier record.

The ManageEngine Service Desk ticket must include the supplier name, supplier ID, and DA-130 in the subject line.
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The completed DA-130 form and the bank documentation must be attached to the ManageEngine Service Desk ticket.
The SMART Supplier Team will update the supplier record with the ACH information and will add the DA-130 form and the bank documentation to the supplier record on the Location tab.

Agencies are responsible for retaining the orginal DA-130 form and supporting bank documentation per record retention guidelines.



	9.
	DA-130C form
	The DA-130C Cancelation of Electronic Deposit of Supplier Payment form is used to cancel an ACH.  This is a cancelation only form.

The DA-130C form is very similar to the DA-130 form. The agency is responsible for contacting the supplier using known contact information to verify the supplier did request the ACH cancelation and that the person requesting the ACH cancelation has the authority to do so.  Confirmation of the requested change is recorded by the agency in section 5. of the DA-130C form.
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