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The PeopleSoft Database is shared by the 
institutions of higher education and all state 
agencies.

What does sharing the database mean?
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The PeopleSoft database is shared by:
81 business units
13 interfaces
7 PeopleSoft Modules
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Presenter
Presentation Notes
The 81 business units include 70 state agencies and 11 institutions of higher education.�

13 different Interfaces (higher ed and state):

DPI-Food & Foundation Aid

Game and Fish – Plots payments

Human Services – Contract system; County interface; Vocational Rehab

Transportation – Contract system (CARS)

Tax Dept – County tax credit distribution

Higher Ed – FAMIS; FoodPro

Emergency Mgmt – Disaster Recovery

State Procurement - Bids

7 different Modules and functions:

Purchasing

Accounts Payable

Inventory

Asset Management

Contracts

Grants

1099-Misc



Management is handled by the NDUS ConnectND
 group and the Vendor Registry Office.  

Management includes:
Implementation of policies and procedures;

Development of guidelines and checklists;

System testing of upgrades and patches;
Development  and implementation of modifications;
User support
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Guidelines and Checklists
The guidelines and checklists have been 
developed and posted to a web site.  
There are over 100 different guidelines or 
checklists.   They cover a variety of subjects:

How to add a New Vendor
How to Add Banking Information
How to Add 1099 Information, etc.
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System testing of upgrades and patches
NDUS ConnectND group and the Vendor 
Registry Office handle the testing for:

Upgrades 
Patches
Modifications
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Modifications made to the database this past 
year.

Search by TIN number
Address auto fill when entered in the ‘Invoice’

box.
Inactivation of vendors not used in 36 mos.
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Presentation Notes
Search by TIN number – 

	helps in the elimination of duplicates – this search searches both the 1099 page and the Additional ID Numbers.�

Address auto fill 

	when entered in the ‘Invoice’ box – this helps in truly keeping the addresses and location a one to one ratio.�

Inactivation of vendors not used in 36 mos – 

	this prepares the database for archiving and helps with those vendors who have never been used.



User Support
NDUS ConnectND as part of the University 
System provides the institutions of higher 
education user support.
Vendor Registry as part of the Office of 
Management and Budget provides support to 
state users and occasional support to higher 
education users.
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Contact Vendor Registry when it involves:
State HCM Vendors
State Agency Employees
State 1099 Reporting

Contact NDUS ConnectND when it involves:
Higher Ed HCM Vendors
Higher Ed Employees
Higher Ed 1099 Reporting
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User Group –
 

NDUS ConnectND and Vendor 
Registry would like to develop a user group. 

We would like a representative from each of the 
eleven higher ed business units to be involved in 
the user group.
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Searching, Entering, and Updating Vendors
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All the information needed to search, enter, or 
update vendor information is located on the 
following Vendor Registry web site:

http://www.nd.gov/spo/connectnd/training/
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http://www.nd.gov/spo/connectnd/training/


The web site provides:
Guidelines and Checklist –

http://www.nd.gov/spo/connectnd/training/alpha-vmr.html

Frequently Asked Questions
http://www.nd.gov/spo/connectnd/1099-

information/faqs.pdf

How to Search for Vendors in Voucher or PO
Tips for finding vendors
Searching by short name

Search Examples

Sole proprietors – how to find them
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Presentation Notes
This web site is scheduled to be revamped.  The existing view will change.

The 100 plus guidelines and/or checklists explain in detail how to handle specific situations in the vendor database. Examples:

1099 Issues

Adding New Banking Information

Adding an address to an Existing Vendor

Changing TIN number

How to use comments, etc.

Frequently Asked Questions 

these mostly cover the 1099 process  - we actually have only one FAQ site and plan on adding to it.  Any input from you would be helpful.

How to Search for Vendors in Voucher or PO

Tips for Finding Vendors - handout

Searching by Short Name - handout

Sole Proprietors – How to Find Them - handout

�Some of the information on this page is aimed at state agencies, but this information provides the same value to the higher ed side.







http://www.nd.gov/spo/connectnd/training/alpha-vmr.html


9.0 provided a new screen with advanced 
searching.  

The navigation to this page is Vendors>Vendor 
Information>Add/Update>Review Vendors
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The following is the first portion of the page:

This allows you to search by the 
name entered in the  Withholding 
Alternate Name on the address.
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Presentation Notes
Using the search by withholding name allows you to search by both the company name and individual name.





This is the second portion of the page:

This allows you to 
search by a vendor’s 
address. This allows you to search 

for a vendor by bank 
account number.  
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Presenter
Presentation Notes
The bank account search tells you how many locations exist with that bank account information



The creation of a new vendor is covered in a 
checklist named ‘Adding New Vendors to the 
Database’. 

http://www.nd.gov/spo/connectnd/vmr-
scripts/vmr-vro-cl-add-new-vendors.pdf
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Presentation Notes
This checklist (handout) covers:

When to duplicate a vendors

How to complete each section of the vendor’s record

Short Name rules

How Name 1 and 2 are used.

Status, Classification, Persistence, HCM Class, Withholding, Open for Ordering

Addresses domestic and foreign

Payment/Withholding Alternate Names

Contact Information

Locations

ACH(Banking Information)

Default Check mark

1099 Information



http://www.nd.gov/spo/connectnd/vmr-scripts/vmr-vro-cl-add-new-vendors.pdf
http://www.nd.gov/spo/connectnd/vmr-scripts/vmr-vro-cl-add-new-vendors.pdf


Address inactivation or changes
Corrections to 1099 Reporting
Banking Information (ACH)
Reactivating  Inactive Vendors
State Employees versus Higher Ed Employees
Recording the Receipt of W-9s or W-8s

19



20

Presenter
Presentation Notes
Make sure to check for duplicates.  Don’t depend completely on the system, do a little searching.

Following the US Postal Handbook for address abbreviations.





Address changes or inactivations
Address changes are done when:

Paperwork that indicates an address has changed
Paperwork that indicates an address needs to be added.
Do not accept oral requests to change addresses.

Inactivation of an Address
Inactivating an address affects all of the locations 
attached to address.
Make sure all active locations are attached to active 
addresses.
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Address Changes

	Paperwork that indicates an address has been changed usually gives you:

		an old address then the new address, or

		says the company is moving.

	Paperwork that indicates an address should be added is unclear about changing the address.

		Call the company for clarification, or 

		Add a new address and location.



DO NOT USE CORRECT HISTORY



And watch which date you use on the effective date – make sure the address is available for the necessary voucher with the invoice date being used.

		



Corrections to 1099 reporting 
Corrections to 1099 reporting must be done in the 
Voucher Line Adjustment or the Withholding 
Adjustment.  
Removing the check mark from the withholding 
box on the vendor is not an option, unless there is 
paperwork proving the vendor is a non-reportable 
vendor.
Removing the withholding check mark prevents 
the vendor from receiving a 1099 from all of the 
81 business units.
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Changing Banking Information (ACH)
Do Not use ‘Correct History’ to make this 
change.  
Create an ‘effective dated’ row on the location 
to make the change.
When making the change on the effective 
dated row write over the existing banking 
information on that location. Do not add a row 
under ‘Vendor Bank Accounts.’
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Presentation Notes
Using ‘correct history’ to make this change, changes all of the vouchers ever issued to that vendor on that particular location.  That is not something we want.  An audit trail is needed to track the changes made to a vendor.  That means using ‘effective dating’ and not correct history.

�When an effective dated row is used all of the past information is retained.







Do not add a row here.  
Write over the existing 
information.

Do not remove or change 
the default check mark.

24

Presenter
Presentation Notes
It is unnecessary to add a row in this screen.  Writing over the existing information is the preferred procedure.



The vendor/voucher history is lost when correct history is used on the location and by adding a new row to this screen.

�Adding a row to the banking information is unnecessary, when you created the effective dated row on the location you created new information that will be used from that date forward.  Therefore writing over the banking information is the correct procedure.



Dates on vouchers and vendors:



If you create a voucher, save it, and then become aware that the address or ACH needs to be changed - make sure the date on the location effective date is the same as the invoice date on the voucher.



Reactivating  Inactive Vendors
Before reactivating a vendor with an inactive 
status check:

The comments on the MAIN location 
Name 2 on the Identifying Information page
Government Classifications for paperwork

If there is no information regarding reactivation 
in the comments or Name 2 and paperwork 
has been collected, reactivate the vendor.
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If no comments show anywhere, go ahead and reactivate the vendor as long as there is a valid W-9 or vendor application on file

�Vendors with no activity for 36 months will be inactivated monthly.

	PO

	Voucher

	1099



Reactivating  Inactive Vendors
If there is information in the comments or Name 2 

indicating that the vendor is not be reactivated, 
please do not reactivate that vendor.  The reasons 
why vendors are inactivated are:
Duplication
Refusal to supply paperwork
Company has been purchased, merged, or 
dissolved.
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Presentation Notes
The only way to know why a vendor has been inactivated is to read the comments or Name 2.  If VRO physically inactivates a vendor we usually enter the pertinent information in the appropriate places so everyone using the database can understand why the vendor was inactivated.

But of course nothing is as simple as that, there is an exception.



Because we run the monthly process, the process will inactivate vendors on a regular basis.  

To identify these inactive vendors you will see there are no entries in the comments concerning inactivation or on Name 2. 

(Renee ask Linda if VMRs can see the custom tab on vendors – if so, Vendor Field C30 A will have something about the inactivation process in it.)

These inactive vendors can be reactivated at any time.  (vendors with no activity during a 36 month period will be inactivated (po, voucher, 1099).

 



State Employees versus Higher Ed Employees
When paying an employee (state or higher ed) 
there are a couple of standards.

Never remove the default check mark from the 
‘Home’ location.
Never enter 1099 information on the ‘Home’
location.
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State Employees versus Higher Ed Employees 
The difference between the use of state 
employees and higher ed employees is:

The state uses the employee id for ALL types of 
payments.
Higher education sets up a separate vendor for 
payments other than travel expenses.
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State Employees versus High Ed Employees
To determine the employer:

Open the vendor
Go to the Identifying Information page
Click on ‘Additional ID Numbers’
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Presentation Notes
Any ID number between 10100 and 80100 that is five digits long is a state agency employee.



Recording the Receipt of W-9s or W-8s
On the Guideline web site 

http://www.nd.gov/spo/connectnd/training/al
 pha-vmr.html

Please follow that checklist, and if you have 
questions please email our help desk at 
spovendor@nd.gov
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