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OMES VENDOR FILE CONVERSION
The following manual provides institutions of Higher Education the procedures for the vendor file conversion process and the preparation of the agency vendor file.
The attached Higher Ed Agency Vendor File Conversion Application (Appendix 1) has been provided to allow the HiEd agencies to select the time period by quarter that is best to target its conversion dates during FY 2016 and 2017. Please submit the application via email to OMES Vendor Registration Manager, Victoria Baker at victoria.baker@omes.ok.gov with your agency’s availability and other considerations requested so that scheduling may be completed. 
[bookmark: _Toc444866779]Agency Pre-Conversion Instructions
Prior to conversion, each Higher Education entity must prepare its vendor payee file to ensure it is compatible with the state vendor file. This will include eliminating duplications, ensuring vendor information is current, eliminating inactive vendors, and formatting data.
[bookmark: _Toc444866780]Agency Vendor File Review
[bookmark: _Toc444866781]Review Vendor Activity

· Only submit vendors that have been paid within 12-18 months for vendor file conversion process. (i.e. payments within FY2015 and FY2016)
· Do not include one-time vendors paid previously.
· Do not submit terminated employees no longer paid for employee reimbursements or supplier payments.
· These guidelines are applicable for all vendor classifications. 
[bookmark: _Toc444866782]Verify Identifying Information

· Verify and maintain vendor information using the IRS W-9 version 2014 or higher or an updated substitute W-9 meeting current IRS requirements.
· Verify Tax Identification Number (TIN) and Vendor Name against IRS records using the online IRS e-services login services.  Vendor Names and TIN numbers can be submitted via a bulk file. (See Appendix 2 IRS TIN MATCH) 
[bookmark: _Toc444866783]Eliminate Duplications

Vendor conversion process will error based on duplicate TIN and Address.
· Audit HiEd Agency vendor file for duplicate vendor entries based on:
· Tax Identification Number (TIN)
· Name and Partial Name
· Address with ZIP +4
· Eliminate duplicate records from the file.
· This can be done by whatever means fits the higher education entity’s system requirements as long as duplicates are not included on the file sent to the state. 
[bookmark: _Toc444866784]Correct Format 

All data should be provided in the following format:

· All Caps: Enter all vendor information using ALL CAPS.
· Abbreviations: Use abbreviations sparingly (see Appendix 3 Abbreviations). Enter entire vendor data left to right abbreviating only as needed for space considerations. For addresses, use USPS standards for abbreviations of Street, Suite, etc.
· PeopleSoft Name fields are limited to 40 characters. 
· Special Characters/Punctuation: Special characters, such as periods, asterisks, and apostrophes, are not authorized, with the exception of ampersands “&” and hyphens “-”. Commas should only be used for employee and student names.
· Address Standardization: USPS Standards: Addresses should be checked using the online USPS.COM “Look up a Zip Code” Tool https://tools.usps.com/go/ZipLookupAction_input 
· Spacing: Remove spaces between initials (i.e. JC McNalley or AT&T).
· Remove Titles (Dr, Mr, PhD, etc).
· Use of ‘&’ versus ‘and’ must match name as shown on IRS record.
[bookmark: _Toc444866785]Review Vendor File Download Instructions
Prior to the conversion process, HiEd agencies will have access to download the state SETID 00000 vendor file. Two vendor files are created nightly by OMES and moved to the secure server. 
Directory Path: /OSFSSH/CoreCommon
[image: ]
The vendor files are named:
SETID 00000 vendor file:  VENDOR.FILE 
SETID HECLM vendor file:  VENDOR.FILE.HIGHERED (HECLM)
[image: ]

All HiEd USERIDS should have access to this folder, but depending on the USERID being used, you may have to navigate to it.  However, many of the HiEd institutions have a ‘COMMON’ USERID, which connects directly to the CoreCommon folder. The process is scheduled to run nightly, Monday through Friday; process complete by 11:00pm.
If you don’t know if you have a ‘COMMON’ USERID, then you can contact Lisa McKeithan at lisa.mckeithan@omes.ok.gov or 405-521-3772 and she will assist you.
If you do not have a ‘COMMON’ USERID you may request one by filling out a Form 90 from the OMES website.  The link to the OMES form is:  http://www.ok.gov/OSF/Forms/Division_of_Central_Accounting_and_Reporting_Forms/
If you have problems connecting, we will need to know the IP address (es) from which you are trying to connect.  Please make sure that port 22 is open on your firewall (IP 199.190.128.12).
[bookmark: _Toc444866786]







Understanding the State Vendor File
Vendor Classification:
There are four different vendor classifications maintained in the state vendor file. Each vendor classification has its own formatting requirements. HiEd agencies will need to review formatting requirements for each vendor classification to assist with future vendor file processes.
· Suppliers
Any company or individual receiving payments from an Oklahoma state agency who is not an employee, student, or garnishment vendor. 
· Name 1: IRS Name or DBA (This is also the default payee name on warrants).
· Name 2: Blank or IRS Name if only 1 DBA is applicable.
· Examples:
· No DBA: Name 1 is IRS Name/Name 2 is blank.
· 1 DBA: 
· Name 1 is DBA agency will submit with file
· Name 2 is IRS Name. (Agency should submit DBA name on the file and request IRS name to be added with W-9 or Vendor Payee Form).
· Multiple DBA’s or Disregarded Entities (Requires Alternate Payee): 
· Name 1 is IRS Name. (Agency should submit IRS name on the file and request additional DBA or Disregarded Entity names to be added to the applicable addresses with a W-9 or Vendor Payee Form).
· US Department of Education has multiple DBA’s- Name 1 will be IRS Name and DBA names will be alternate payee names at address level.
· Withholding: Suppliers with 1099 applicable payment activity OR withholdable tax classifications should be submitted as WITHHOLDING=Y on the file submitted. If current supplier is not marked for WITHHOLDING please submit the OMES Vendor Payee form to vendor.form@omes.ok.gov for update.
· Employees
State employees are added to the State 00000 SETID vendor file for employee non-payroll compensation (i.e. travel reimbursements) on an as-needed basis. Employees should not be added unless payment activity is applicable.
· Name 1: Update Employee Name formatting. (All names should be submitted using a space where the underscore ‘_’ is indicated).
· LastName,FirstName_MiddleName
· Format for names with suffix (ie. Jr, Sr, III).
· LastName Suffix,FirstName_MiddleName
· TIN Identification Number must match the employee’s payroll record.
· Employees (Also Serving as Suppliers)

If a State or HiEd employee provides non-employee related services to an agency, payments should be made to a non-employee (supplier) payment address/location in the vendor file (i.e. NOT location 0001).

· Withholding should be set by OMES to Y on agency and state vendor record.
· Open for Ordering should be set by OMES to Y to allow Purchase Orders to be created.
· Supplier payment address is needed for remittance and 1099 reporting.  
· Please submit a Supplier address request for all EMPLOYEE coded vendor files by submitting an OMES Vendor Payee Form to OMES Vendor Registration vendor.form@omes.ok.gov.
· Financial Information (EFT Direct Deposit): Employee must provide written authorization to add banking from employee payment location to supplier payment address/location on file. Please forward authorization via email to vendor.eft@omes.ok.gov. 
· If a different bank account is applicable, the vendor should submit an authorized letter from their financial institution referencing their State vendor account information as well as their account information. Completed bank documents should be submitted via fax to the Office of State Treasurer at (405) 521-4994. 
· Students
· Name formatting: FirstName_MiddleName_Last Name
· Classification: Student
· Withholding = Y
· Confidential Vendors
Confidential vendors are those whose name information should not be included in open records. Confidential vendors are coded with a CID Identification Number of 999999999 which disguises their vendor name on the payment information. 
· CID vendor status must be submitted to Vendor Management to be added manually using the OMES Vendor Payee Form.
· Foreign Vendors
· Foreign vendors cannot be added or updated via the file transmission process. All foreign vendors must be manually entered by OMES Vendor Management. 
· Please submit Vendor Payee form with required W-8 forms applicable to foreign vendor status.
Vendor Address:
· All addresses should follow US Postal Service USPS formatting standards.  Addresses should be checked using the online USPS.COM “Look up a Zip Code” Tool: https://tools.usps.com/go/ZipLookupAction_input.
· If address does not match USPS records, search the internet to identify correct address or contact vendor to verify. 
· Rural Route addresses are typically out of date and should be verified with USPS before submitting.
· Address Line 1: 
· Street Address including Suite, Room, etc.
· Doing Business As Name (if Alternate Payee name is applicable)
· Division/Department (i.e. Forensics Department)
· Address Line 2:
· Street Address including Suite or Room (if Alternate Payee Name or Division/Department used)
· Zip +4 is required.
· Email address is required to provide EFT instructions and remittance advice to vendor.
· International addresses must be manually added by OMES Vendor Registration.  HiEd Agency should submit a list to be added manually at conversion file go live. Zip Code four digit identifier does not apply for international postal codes.
· For SUPPLIERS, if the 9 digit zip code exists in PeopleSoft, a duplicate error will populate and the process will not add the location/address. If an additional address with verified shared zip code needs to be added, OMES must update it manually (i.e. 123 MAIN ST, STE 1 THROUGH 20, OKLAHOMA CITY, OK 74118-1234).
[bookmark: _Toc444866787]


Understanding EFT Registration
Suppliers
Supplier online registration is used to initially facilitate the EFT registration process for all vendor classifications other than EMPLOYEE classified vendors. Vendors should provide the Authorized Financial Registration Contact and Email so that OMES Vendor Registration can update address 1 and generate the Registration Instructions email and PIN needed (see Post Conversion Instructions).
If vendor has current EFT on file that is not applicable to existing payment address, agency may request written permission from vendor to utilize the banking information on file for their payment purpose. Confirmation of vendor approval may be submitted by the paying agency to OMES Vendor EFT Registration at vendor.eft@omes.ok.gov. 
Requests for changes to existing EFT or adding new EFT information should be submitted by the vendor to OMES Vendor EFT Registration via the OMES Service Desk at 405-521-2444 or servicedesk@omes.ok.gov.  To protect financial information, vendor should not include banking information in these requests. 
Employees
HiEd employee EFT information should be added or modified using the appropriate agency file process.  The Higher Ed vendor load process and instructions should be used by all HiEd agencies to add their employees to the state vendor file, create the agency address and BUXXXXX location needed, and add the EFT information for payment. Agencies currently housing employee payroll EFT information at the Office of State Treasurer should initially create the vendor file, agency BUXXXXX payment address and location for the employee, leaving the banking fields blank. Instructions for those agencies for connecting existing Employee PeopleSoft vendor files to their EFT information within the OST data system will be distributed as a process is determined.  









[bookmark: _Toc444866788]Agency Conversion Process 
[bookmark: _Toc444866789]Overview of Conversion Process
1. Test file location: /OSFSSH/Coretest/HiEd/ALL/
a. Due to the potential sensitive information in the files, please remove your agency’s files when you are finished.
2. Agencies will write files to the following folders where XXX = 3 digit agency number
a. Submit/Write Folder: /OSFSSH/HiEd/AXXX/FS/w/BUXXX00.VNDR.RECEIVD
b. Retrieve/Read Folder: 
/OSFSSH/HiEd/AXXX/FS/r/BUXXX00.VNDR.DATA
c. When you login, you will be directed to the /OSFSSH/HiEd/AXXX/FS/ folder and will need to change directories to either the read or write folder as needed.
3. Files should remain in the directory folders.  They should be removed from /OSFSSH/Coretest/HiEd/ALL/ Higher Ed Agency to conduct IRS TIN Match.
4. Higher Ed Agency prepares agency vendor file for test process.
5. Higher Ed Agency submits data file for initial test file.
a. Higher Ed institutions will begin using the secure file transfer process to submit vendor file updates.
b. For agencies using the SFTP, files will be copied to a UNIX location on the IBM mainframe.  
c. Agencies that have existing USERIDs to load vendor file and/or miscellaneous claim information will be able to use those to access the appropriate file folders.
i. If you don't already have one, you will need an IBM USERID.  You may request one by filling out Form 90 from our website.  The link to OMES forms is http://www.ok.gov/OSF/Forms/Division_of_Central_Accounting_and_Reporting_Forms/.  
d. When you login, you will be directed to the folder with your files and you may download the information.
e. All institutions should already have access to the secure server.
f. Ensure that port 22 is open on your firewall (IP 199.190.128.12).
g. If you have a problem connecting, we will need to know the IP address (es) from which you are trying to connect.  
h. Contact the OMES Service Desk if you have any problems connecting.		
6. Convert Retrieve/Read file to Excel format and begin work to fix errors (SSNs, FEINs, address standardization, etc.). Errors should be grouped or sorted by common vendor type or error result. (See Appendix 5 for Error List).
7. Agency reviews output file with errors and makes necessary corrections to vendor file records.
a. Please note:  This process may require several imports and test file repairs.  Multiple steps and updates by both Higher Ed Agency and Vendor Management are required. Each error must be analyzed and grouped, so proper person can correct issues. 
8. Higher Ed technical staff and AP must sign off on final file import dataset and conversion date. 
9. OMES Accounts Payable to establish cutoff date and time for all Higher Ed employee vendor payments.
a. Higher Ed Agency to coordinate AP cutoff with Patricia Garcia. 
b. All existing HiEd Agency vouchers transmitted with a HECLM vendor must be paid prior to cutoff and conversion.
10. Final File Submission.
11. OMES and HiEd Agency to run test payments (penny deposits, preferably) to 20-30 vendors using converted vendor file and ensure these were received (would be best to test with employees AND vendors).
12. Finalization.
13. Notify all stakeholders of conversion success and do final spot check in PeopleSoft SetID of “00000” for 20 to 30 vendors to ensure all records are flagged and set correctly.
14. Complete!
[bookmark: _Toc438130350][bookmark: _Toc438130358]











[bookmark: _Toc444866790]Interface Layout:  Nightly Vendor Load – Higher Ed (OCP_0244_AP)	
The following vendor load process and instructions should be used by all HiEd agencies to add their vendors to the state vendor file, including those agencies currently housing employee payroll EFT information at the Office of State Treasurer. Instructions for those agencies for connecting existing Employee PeopleSoft vendor files to their EFT information within the OST data system will be distributed as a process is determined.  
The file layout process will be used to submit both the test and final vendor file data for conversion to the state vendor file. After submission of the file, the HiEd agency should retrieve the Retrieve/Read File with the transaction results codes and errors listed. Agency should format file as an Excel spreadsheet to easily filter by error and vendor classifications and update agency vendor records as needed (see Appendix 5 Possible Error Messages for Nightly Vendor Interface OCP_0244_AP). 
Navigation:	Suppliers > Supplier Information > Add/Update > Nightly Vendor Interface
Select Use OSFSSH FTP (Secure FTP) checkbox to pull the file from the secure FTP site
Interface Type:  		Inbound / Outbound
[bookmark: _Toc437253054][bookmark: _Toc438130351]Path:	  			BU Nightly Vendor Interfaces
Inbound: 			Nightly Vendor Load			
[bookmark: _Toc437253055][bookmark: _Toc438130352][bookmark: _Toc442114063][bookmark: _Toc442114624][bookmark: _Toc442116005][bookmark: _Toc444864163][bookmark: _Toc444866791]Frequency:  			On Demand		
[bookmark: _Toc442114064][bookmark: _Toc442114625][bookmark: _Toc442116006][bookmark: _Toc444864164][bookmark: _Toc444866792]Interface Description:	Agencies may provide vendor files to be loaded into PeopleSoft.  A file is returned to the agency with the assigned vendor id/vendor location, or, with an appropriate error message.
[bookmark: _Toc437253056][bookmark: _Toc438130353][bookmark: _Toc442114065][bookmark: _Toc442114626][bookmark: _Toc442116007][bookmark: _Toc444864165][bookmark: _Toc444866793]Location:			This file will be retrieved from/sent to the IBM mainframe.
[bookmark: _Toc437253057][bookmark: _Toc438130354][bookmark: _Toc442114066][bookmark: _Toc442114627][bookmark: _Toc442116008][bookmark: _Toc444864166][bookmark: _Toc444866794]Input Filename:  		BUXXXXX.VNDR.RECEIVD
[bookmark: _Toc437253058][bookmark: _Toc438130355][bookmark: _Toc442114067][bookmark: _Toc442114628][bookmark: _Toc442116009][bookmark: _Toc444864167][bookmark: _Toc444866795]Output Filename:		BUXXXXX.VNDR.DATA
[bookmark: _Toc437253059][bookmark: _Toc438130356][bookmark: _Toc442114068][bookmark: _Toc442114629][bookmark: _Toc442116010][bookmark: _Toc444864168][bookmark: _Toc444866796]Record length:			550
[bookmark: _Toc437253060][bookmark: _Toc438130357][bookmark: _Toc442114069][bookmark: _Toc442114630][bookmark: _Toc442116011][bookmark: _Toc444864169][bookmark: _Toc444866797]Blocksize:			27500
File Layout:


	Field #
	Start
	Length
	Type
	Field
	Comments

	1
	1
	1
	Char
	Transaction Type
	Send:
A = Add New Vendor
U = Update Vendor
T = Terminate Employee Banking Information

	2
	2
	5
	Char
	Business Unit
	Agency number + ‘00’

	3
	7
	5
	Char
	SETID
	Values:
‘00000’ – State Vendor File

	4
	12
	10
	Char
	Vendor ID
	Send Blank for Add Transaction

Send CORE Vendor ID for Update 

	5
	22
	40
	Char
	Vendor Name
	

	6
	62
	10
	Char
	Vendor Location
	Send Blank for Add Transaction

Send CORE Vendor Location for Update Transactions

	7
	72
	55
	Char
	Remit Address Line 1
	

	8
	127
	55
	Char
	Remit Address Line 2
	

	9
	182
	30
	Char
	Remit City
	

	10
	212
	6
	Char
	Remit State
	

	11
	218
	9
	Char
	Remit Postal Code
	Used for FEI / Zip Code match on Add transaction.  

	12
	227
	3
	Char
	Remit Country Code
	

	13
	230
	3
	Char
	Remit Phone – Area Code
	

	14
	233
	7
	Char
	Remit Phone – Number
	

	15
	240
	6
	Char
	Remit Phone – Extension
	

	16
	246
	3
	Char
	Remit Fax – Area Code
	

	17
	249
	7
	Char
	Remit Fax – Number
	

	18
	256
	6
	Char
	Remit fax – Extension
	

	19

	262
	9
	Char
	FEIN
	* Used for TIN match on Add transaction.
(FEIN will also apply to PS Fields  PS_Vendor_Wthd.TIN if 1099 flag = Y in field # 23; PS_Vendor_ID_Nbrs.STD_ID_NUM;
PS_Vendor.Old_vendor_id)


	20
	271
	15
	Char
	Agency Vendor ID
	Optional.  Agencies may use this field at their discretion. 

	21
	286
	10
	Char
	Agency Vendor Location
	Optional.  Agencies may use this field at their discretion.

	22
	296
	3
	Char
	Vendor Type
	Values:
‘EMP’ - Employee 
‘TIN’ – Supplier (default)
‘STU’ – Student
‘CON’ - Confidential

	23
	299
	1
	Char
	1099 Flag
	Values:
Y = vendor OR payment account code is 1099 reportable.
N or Blank= vendor AND payment account code is not reportable.

	24
	300
	1
	Char
	Code SSN TIN
	Values:
Blank – not known
S = FEIN provided is a SSN
F = FEIN provided is not a SSN
*Include if payment account code OR vendor payee filing type is 1099 applicable. 

	25
	301
	20
	Char
	Bank Id Number
	Routing Number

	26
	321
	2
	Char 
	Bank Account Type
	Values:
‘02’ for Saving
‘03’ for Checking 

	27
	323
	17
	Char
	Bank Account Number
	

	28
	340
	10
	Char
	Vendor Id
	Send Blank
Vendor Id created by PeopleSoft when vendor is added

	29
	350
	10
	Char
	Vendor Location
	Send Blank
Vendor Location created by PeopleSoft.

	30
	360
	1
	Char
	Transaction Result Code
	Send Blank

Return:
A = Add Successful
U = Update Successful
E = Transaction Error
T = Termination successful

	31
	361
	100
	Char
	Transaction Error Text
	Send Blank
Return:
Blank if transaction was successful.
Error Text if transaction was NOT successful.

	32
	461
	20
	Char
	DUNS Number
	Vendor DUNS Number (Optional)

	33
	481
	70
	Char
	Remit EmailID
	Optional. If provided, an electronic remit advice will be sent to this email account for electronic payments to this vendor location.
Email ID should be submitted on new addresses submitted for Suppliers if EFT payment will be applicable later.
Additionally, all Employee ADDs should be submitted with the Email address to be used for EFT Remit Notification. 
UPDATEs submitted for employees will only allow changes to the Email field.


 
[bookmark: _Toc444866798]Vendor File Layout Instructions 
[bookmark: _Toc444866799]Field Information
Optional Fields
[bookmark: _Toc438130359]The Agency Vendor ID (Field #20) and Agency Vendor Location (Field #21) are available for use at the discretion of the agency.  If used, the information will not be loaded into PeopleSoft.  However, the information will be returned to the agency on their return file to be used as needed.
1099 Fields
The 1099 Flag (Field #23) = Y and the relevant Code SSN Type (Field #24) should be submitted by the agency when the vendor provides a W-9 showing a withholdable classification (individual or LLC) or if the payment account code utilized will be a withholdable transaction (see Appendix 7 OMES 1099 Reportable Account Code List). 
[bookmark: _Toc444866800]Transaction Type Instructions
UPDATE

Update: Transaction Type (column 1) = U  
The agency must send the CORE Vendor Id and Vendor Location along with the appropriate informational fields for update.  Remit email information must be included if submitting an address update for EMPLOYEEs. 
If the Update transaction is successful, the Transaction Result Code (Field #30) = ‘U’.  If the Update transaction fails, the Transaction Result Code (Field #30) = ‘E’ and text listing the cause of the failure is put into the Transaction Error Text (Field #31) (see Appendix 5). 
An Update transaction does not add a vendor. It updates information on an existing vendor identified in the file in field #4 and field #6. Updates for EMPLOYEEs will be limited by the agency Business Unit on the location description and file business unit—File BU must match the vendor file location description.  Sample of possible location descriptions: BUXXX00 EFT Bank Acct ***XXXX. Transaction Type must be submitted as a ‘U’.
· Used to update the email on existing addresses for EMPLOYEES. 
· Used to update or modify existing banking for EMPLOYEEs on BUXXXXX location specific to agency. 
For example, if banking changes for employee, submit new banking as an Update and it will update location specified in Field #6. Agency BUXXXXX location description must be applicable to the location specified or agency will receive an error. If banking is terminated by an owning agency, the location description with the BU and EFT with last 4 of account will be removed and replaced with “BUXXXXX” only. This will permit the agency to add banking again later if needed.	
· Addresses on the agency BUXXXXX location cannot be modified via the transaction file record. 
· If address has changed for Employee or agency, agency should submit a request for manual update to OMES Vendor Registration. 
· To minimize the need for manual updates, it is suggested that agencies always submit initial ADD using the agency address. 
· Include bank account information for Employees to be updated. 
· Location 0001 cannot be updated for existing HCM employees.
· Agency should first process an ADD transaction to create BUXXXX specific address and location needed to permit agency Updates to HiEd employee data. 
ADD
Add: Transaction Type (Field #1) = A
Each agency will send the FEIN (Field #19), Vendor Name (Field #5), and 9-digit Remit Postal Code (Field #11- Zip Code) along with the appropriate informational fields to add a new vendor to the CORE system. The FEIN, name, and 9-digit zip code will be used by CORE to look for possible existing vendors in the PeopleSoft system.
If the Add transaction is successful, the new CORE Vendor ID (Field #28) and the new CORE Vendor Location (Field #29) and the Transaction Result Code (Field #30) = ‘A’ are populated on the agency return file.  If the Add transaction fails due to duplication or any other reason, then the Transaction Result Code (Field #30) = ‘E’ and text listing the cause of the failure is put into the Transaction Error Text (Field #31).	
· Transaction Type must be submitted as an ‘A’.
· Creates initial vendor file if none exists (Matches TIN and Vendor Name).
· For new vendors being added, Vendor Type (Field #22) will default to SUPPLIER if not included by agency.
· If the vendor already exists in the vendor file:
· Name on HiEd Agency file must match exactly in order to add a new address (see formatting requirements).   
· Classification must be updated to EMPLOYEE manually by OMES Vendor Registration to permit agency address and BUXXXXX location to be created via file process. Submit requests for EMPLOYEE classification updates to vendor.form@omes.ok.gov.    
· Vendors, addresses, and Agency BUXXXX locations that are not already in the vendor file should be formatted to ADD.
· Include email (REMIT EMAIL ID Field #33) in file layout for remittance advice notification.
· Include banking for EMPLOYEES.
· Used to add a new address for existing EMPLOYEE classified vendors. May only be used if Classification=EMP.
· OMES must first correct state vendor file for formatting requirements if vendor is currently SUPPLIER classification.  
· For agencies submitting banking for employee reimbursement payments via the file, include Bank Id Number (field #25), Bank Account Type (Field #26), and Bank Account Number (Field #27).
· For agencies housing EFT payroll information at OST, Bank fields will be left blank. 
· If additional payment location is needed for existing EMPLOYEE vendors, submit as an ‘ADD’ with agency address and location blank to create HiEd Agency location with agency BUXXXXX location description. 
· Additional addresses relevant to supplier payments for EMPLOYEE vendors should be submitted as a manual request to OMES Vendor Registration. 
· Each agency may submit only one employee address where the location description will contain their agency Business Unit Number “BUXXXXX”.
TERMINATE
Termination: Transaction Type (column 1) = T
The agency must send the CORE Vendor Id and Vendor Location, FEIN, and exact banking information currently in the vendor location/bank record.  If the terminate transaction is successful, the Transaction Result Code (Field #30) = “T”.  
These transactions are used to remove banking for existing EMPLOYEE vendors upon employee termination. Process will add a new effective dated location row with blank bank information fields (default values only).

· Transaction Type must be submitted as ‘T’.
· Used to inactivate the direct deposit information for terminated employees.
· Allowed on EMPLOYEE classification only.
· Must provide Vendor ID, Location, Bank Account Number, Bank ID and TIN in the file or an error message will result.
· Termination only permitted on agency specific BUXXXX location. 
· The direct deposit information in the submitted file must match what is in the vendor file or an error message will result.
· If banking is already removed in PS vendor file, then error will occur. 
· Changes to remit address post termination should be submitted via an OMES vendor Payee form to OMES Vendor Registration at vendor.form@omes.ok.gov.  
· Employee rehires me be reactivated and new banking entered by submitting a “U”. 
[bookmark: _Toc444866801]Managing Employee Vendor Records

As part of the conversion process, agencies will have the ability to add or remove employee EFT banking information to the State vendor file using the vendor file interface process for all HiEd Agency employees added or updated.

UPDATES to existing vendor files not currently coded as EMPLOYEES will require correct formatting of the SETID 00000 vendor record before the HiEd agency will have the ability to update the employee record for EFT payment information. Requests for Employee Classification updates should be submitted to OMES Vendor Registration using the OMES Employee form. 

New vendor records submitted for employees must be formatted by the agency when submitting the file layout. Below is a list of the formatting requirements:


Formatting
· All new vendors that are not already in the 00000 SETID vendor file should be formatted to ADD.
· For adding new EMPLOYEE vendors and new locations, the data file submitted does not have to be set as Withholding=Y.
· If the vendor classification in an existing SETID 00000 vendor file is EMPLOYEE:
· HiEd agency submitting ‘EMP’ will be able to submit an ADD and add agency address with banking fields to create agency BUXXXXX location to be utilized for direct deposit payments.   
· Employee vendors that are NOT existing EMPLOYEE Classification:
· Request classification update using OMES Employee form to OMES Vendor Registration at vendor.form@omes.ok.gov.
· Submit as Transaction Type: EMP.
· During conversion, OMES will review agency file and format State vendor file for existing vendors. 
· Include agency address with file address 
· Agency address is suggested to offset duplicate address errors and allow agencies to each control their employee payment information. 
· Submit EFT Bank Information in file.
· Submit Email for remittance notification in file.
· If a HiEd employee is also employed by a state agency, then the state agency location and bank account used for HCM payroll will be the default and location 0001. HiEd agencies should submit agency address and employee payroll banking for their employee related vendor payments (i.e. reimbursements).
Addresses
· For EMPLOYEES, only the email may be updated on existing addresses in vendor file matching the agency BUXXXXX location. 
· Agency specific address and location allowed to ADD if existing Classification= EMP. and a BUXXXXX location description does not already exist. 

Banking
· Location description in PeopleSoft will be BUXXXXX EFT Bank Acct plus last 4 of bank acct.
· Bank Flag will populate to default EFT to Vendor_Pay record. 
Email
· Email updates permitted for EMPLOYEES only.
· Submit email as ADD for new EMPLOYEE records or UPDATE for existing EMPLOYEE. 

[bookmark: _Toc444866802]Managing Non-Employee Vendor Records
Addresses

· Non-employee vendor addresses may only be submitted if address zip does not match an existing address in the vendor record.
· Process does not allow modifications to existing addresses.
· Foreign addresses should be requested as manual updates to OMES Vendor Registration at vendor.form@omes.ok.gov by submitting the proper IRS form W-8. 
Banking
· Prohibits submission of all non-employee banking information. 
Email
· Email updates to existing addresses not allowed.
· [bookmark: _Toc438130363]For new non-employee vendors or new addresses submit with the remittance email as ADD to add a new address/location.   Both addresses and emails may need to be manually added if the zip code matches an existing address in the vendor file and record errors as a duplicate.  














[bookmark: _Toc444866803]Agency Post Conversion Instructions
[bookmark: _Toc444866804]Post Conversion Non-Employee Vendor Requests 
Post conversion, Higher Ed agency may continue to add new non-employee vendor records and addresses as needed. Agency should request and maintain a current W-9 for all vendors added. OMES will perform an IRS TIN Match daily for all vendor files added or modified. HiEd agency will need to submit the vendor W-9 information upon request using the OMES Vendor Payee form for any vendors not matching IRS records. 
Modifications to existing non-employee vendor records and addresses should be submitted using the OMES Vendor Payee Form to vendor.form@omes.ok.gov. 
[bookmark: _Toc444866805]
Post Conversion Non-Employee Financial Registration
Please do not submit EFT banking information for non-employee vendors with conversion file. Each non-employee vendor should complete the online Financial Registration process and submit the required documentation to complete the EFT registration process. Agencies should communicate to all non-employee vendors that new registration processes will be in effect post conversion to the state vendor file. 
[bookmark: _Toc444866806]New Vendors/Locations: 
Vendor email addresses for new vendors added by the HiEd agency during the conversion will trigger an email to the vendor within 48 hours with instructions for financial registration. 
[bookmark: _Toc444866807]**Only emails added to address 1 where EFT information does not exist, will initiate the email notification to the vendor. 
[bookmark: _Toc444866808]Existing Vendors/Locations in SETID 00000: 
For the conversion process, existing vendors in SETID 00000 without EFT on file should email the following information to the Vendor Registration Division of the Oklahoma Office of Management and Enterprise Services at vendor.eft@omes.ok.gov.  
1. TIN (Federal Employer Identification Number or Social Security Number shown on their tax documents filed with the Internal Revenue Service)
2. Vendor Name (Parent Entity Legal Name on file with the IRS)
3. “Doing Business As” Name (Additional DBA name(s), or Disregarded Entity Name(s) if applicable)
4. Payment Address(es) (include 9-digit zip code)
5. Contact Name (authorized representative)
6. Contact Title
7. Contact email address
Instructions for financial registration are provided via email to the vendor authorized representative email address and will include specific instructions for accessing the online OMES Financial Registration portal. 
NOTE: It is very important for the agency to advise vendors to expect the email request and to complete the registration process. Vendors should be instructed to complete the registration online and submit the OMES EFT Enrollment Form via fax to the Oklahoma State Treasurer. To better protect vendor information, financial information should not be provided to the paying agency or submitted via email. Vendor questions regarding financial registration or notifications of change to existing financial information should be submitted via the OMES Service Desk at (405) 521-2444 or servicedesk@omes.ok.gov. 
[bookmark: _Toc444866809]Additional Information:
· Post conversion, the OMES Vendor Payee Form should be used to provide EFT registration information for existing vendors.
· Multiple requests for same vendor record to be updated will cause an error for existing effective dated row. Corrections to entries should be made the following day to offset duplicate dated entry errors. 
· Requests for EFT registration are emailed to vendor via email address on address 1 in the PeopleSoft vendor record. Vendors are instructed to register their EFT banking information via an online registration portal and provide an EFT Enrollment Form to validate banking and provide financial institution authorization. 
· The vendor must have an existing SETID 00000 PeopleSoft Vendor ID and PIN number to create a log in account initially. This PIN number is generated and provided via the email instructions to the vendor when an email address is updated on the vendor address 1 record. 
· Final step of the online registration process requires that vendor submit a completed OMES EFT Enrollment Form to Office of State Treasurer. The form requires Vendor and Bank Authorization.
· Vendors requiring multiple bank accounts should complete steps for online EFT registration for primary bank only.
· Vendor should submit a bank form or authorized bank letter for each EFT bank account.
· Vendor should annotate their PeopleSoft Vendor ID, TIN and remittance address and email matching the EFT payment information on top of each form.
· Vendors will receive a remittance advice when payments are processed through the Treasurer’s payment system. 
· The email notification will generate to the email address shown on the address connected to the location selected for payment. 
· CSV attachment is included with remittance advice email to allow for consolidated payment advice notifications. (see Appendix 4 Sample Remittance Advice). 
· Manual update requests to existing addresses should be submitted to OMES Vendor Registration using the OMES Vendor Payee Form.
· The vendor may also request one or more remittance notification emails for each address; agencies should provide vendor the OMES Vendor Payee Form and submit to Vendor Registration at vendor.form@omes.ok.gov to request these changes.
[bookmark: _Toc444866810]
Post Conversion Managing Employee Vendor Records
[bookmark: _Toc444866811]Employee EFT Direct Deposit
Once added for each employee vendor file, the agency will update their agency BUXXXXX employee banking location on an ongoing basis when any changes to employee status or bank account occur.
Employee Terminations
Upon Employee termination, banking should be removed from the agency BUXXXXX employee payment location in the State vendor file (See File Layout Termination).

· Final outstanding claims for Terminated Employees should be paid via paper warrant.
· Termination Transaction Type ‘T’ is used to remove the direct deposit information for terminated banking information for employees.
· Allowed on EMPLOYEE classification only.
· Must provide Vendor ID, Location, Zip, Bank Account Number, Bank ID and TIN in the file or an error message will result.
· The direct deposit information being terminated in the submitted file must match what is in the vendor file or an error message will result.
· If banking is already removed in PS vendor file, then error will result. 
· If agency BU in file does not match vendor BU in the location description, an error message will result.
Changes to Employee Banking
Agencies may process changes to their employee’s bank account information on the agency specific payment location.
· Only permitted on EMPLOYEE classified vendors. Changes to location 0001 are not authorized for EMPLOYEE classified vendors current in HCM payroll system. 
If a HiEd employee payment location is currently location 0001 and later also becomes an active state HCM payroll employee, it is important for employee or HiEd agency to notify OMES, if banking account information is different.  The BUXXXXX from the location description may need to be removed manually to allow HiEd agency to interface separate employee information to another location besides 0001. 
· Changes are restricted to the agency BUXXXXX location specific to your agency (EMPLOYEE classification only).
· Process as an UPDATE and include the location and vendor ID being updated. 
· Process as a Termination ‘T’ Transaction for location matching previous invalid bank account information and include the location, and bank routing, bank account type, and bank account number being removed. This will remove banking but will not inactivate location.
· Please do not modify locations or banking not submitted by your agency. 
· If invalid banking is applicable for other payment locations, please notify vendor.eft@omes.ok.gov of the change of banking notice from vendor so that vendor file may be corrected for all payments. 
Changes to Employee Addresses
Once an agency BUXXXXX location has been created, future changes to addresses require manual update by OMES Vendor Registration. Please submit change requests with correct OMES form to vendor.form@omes.ok.gov. 
Post Conversion Employee Vendor Requests
· OMES Vendor Registration must first update an existing SUPPLIER vendor to EMPLOYEE before updates may be made by the agency. These requests should be made by submitting an EMPLOYEE/Board Member Update Request Form located on the OMES DCAR Forms page http://www.ok.gov/OSF/documents/ap_emp_vend.pdf. Please submit all requests via email to vendor.form@omes.ok.gov for processing.













[bookmark: _Toc444866812]OMES Contact Information

Victoria M Baker
State Vendor File Manager
405-522-3093
Victoria.Baker@omes.ok.gov

Julie Dvorak
Lead Vendor File Analyst
405-522-1749
Julie.Dvorak@omes.ok.gov

Patricia Garcia
Statewide Accounts Payable Manager
405-522-6855
Patricia.Garcia@omes.ok.gov 





















[bookmark: _Toc444866813]Appendix 1 State of Oklahoma Higher Education Agency Application for Vendor File Conversion
[bookmark: _Toc442116028][bookmark: _Toc444864187][bookmark: _Toc444866814]Agency Information
	Agency Name:
	[bookmark: Text1]     
	Agency Number:
	[bookmark: Text2]     

	Contact Name:
	[bookmark: Text3]     

	
Phone:
	[bookmark: Text4]     
	Email:
	[bookmark: Text5]     

	
Requested Conversion Date (FY QTR): 
	1st Choice
	[bookmark: Text6]     
	2nd Choice
	[bookmark: Text7]     



[bookmark: _Toc442116029][bookmark: _Toc444864188][bookmark: _Toc444866815]Vendor File Information
	Financial System:
	[bookmark: Text8]     

	Number of Active Vendor Files:
	[bookmark: Text9]     

	
Number of Vendor Payees 2015-2016:
	[bookmark: Text10]     



	
Last Vendor File Cleanse/Inactivation:
	[bookmark: Text11]     

	
Last Full IRS TIN Match:
	[bookmark: Text12]     



	EFT INFORMATION
	

	Do you currently maintain and submit EFT payment information for vendors?
	[bookmark: Text13]     

	Do you maintain employee banking internally or with OST?
	[bookmark: Text14]     



[bookmark: _Toc442116030][bookmark: _Toc444864189][bookmark: _Toc444866816]Agency Resource Availability
Please list all projected projects and their projected dates which may impact agency resources or system requirements for vendor file conversion.
	[bookmark: Text15]     

	[bookmark: Text16]     

	[bookmark: Text17]     


[bookmark: _Toc442116031][bookmark: _Toc444864190][bookmark: _Toc444866817]Authorization Signature

	Signature:
	
	Date:
	[bookmark: Text18]     




[bookmark: _Toc444866818]Appendix 2 IRS Taxpayer Identification Number (TIN) Matching

TIN Matching is a pre-filing service only offered to payers and/or their authorized agents who submit any of six information returns (Forms 1099-B, 1099-K, INT, DIV, OID, PATR, or MISC). It enables validation of TIN and name combinations prior to submission of the information return.

Bulk TIN Matching enables the submission of a file with up to 100,000 TIN and name combinations. 

Application process requires an independent TIN for each independent agency applicant. Due to the limited number of authorized users permitted per TIN, if a State agency does not have a number independent of the State TIN, the agency must submit file to OMES Vendor Management for submission. OMES will send a results file to the Higher Ed Agency within 24 hours.

Agencies with their own TIN may refer to IRS Pub 2108A-On-Line Taxpayer Identification Number (TIN) Matching Program for complete information on obtaining their own IRS e-services account. 

http://www.irs.gov/pub/irs-pdf/p2108a.pdf 


Bulk TIN Matching will allow authorized users to submit up to 100,000 name/TIN combinations for matching. Bulk TIN matching requests should be submitted in a text file format. The Bulk TIN Matching file will be returned to the user within 24 hours via a secure mailbox. User files will include the numerical response as indicated above for each name/TIN combination submitted.

BULK TIN MATCHING FILE FORMAT
Bulk TIN Matching requests must be prepared by the user in a .txt file format as follows:
IRS TIN TYPE;TIN NUMBER;NAME;
1. TIN TYPE – means a one digit number where
· “1” represents and Employer Identification Number (EIN)
· “2” represents a Social Security Number (SSN)
· “3” represents an unknown TIN type (DEFAULT FOR ALL)
2. TIN Number is the 9 - digit SSN or EIN for the taxpayer
3. TIN Name is the taxpayer’s full name or business name
· Submit both Name 1 and Name 2 as two separate name submissions




Note - Users should omit any special characters that are part of the business name with the exception of hyphens (-) and ampersands (&). Enter a minimum of 1 and a maximum of 50 alphanumeric characters.

Once file is submitted by OMES Vendor Management to the IRS for TIN Matching, results will be emailed to HiEd Agency. Results can be filtered by the following results:

•	“0” – indicates the name/TIN combination matches IRS records.
•	“1” - indicates TIN was missing or TIN is not a 9 digit number.
•	“2” – indicates TIN entered is not currently issued.
•	“3” – indicates the name/TIN combination do not match IRS records.
•	“4” - indicates an invalid TIN Matching request.
•	“5” – indicates a duplicate TIN Matching request.
•	“6” - (matched on SSN), when the TIN type is (3), unknown, and a Matching TIN and name control is found only on the NAP DM1 database.
•	“7” - (matched on EIN), when the TIN type is (3), unknown, and a matching TIN and name control is found only on the EIN/NC database.
•	“8” - (matched on EIN and SSN), when the TIN type is (3), unknown, and matching TIN and name control is found only on both the EIN/NC and NAP DM1 databases.






                                                                                                                      












[bookmark: _Toc444866819]Appendix 3 Abbreviations 
Utilize full vendor name if possible. Standard abbreviations will be used if the company's name is too long.  Abbreviate from right to left as needed within 40 character maximum character requirements. 
	ACAD
	ACADEMY, ACADEMIC

	ACCT
	ACCOUNT, ACCOUNTS

	ACCUM
	ACCUMULATED

	ACRD
	ACCREDITED, ACCREDITATION

	ADM
	ADMINISTRATION, ADMINISTRATORS, ADMINISTRATIVE

	ADOLESC
	ADOLESCENCE

	ADV
	ADVANCE, ADVANCED, ADVANCES

	AGCY
	AGENCY

	AK
	ALASKA

	AL
	ALABAMA

	ALLOW
	ALLOWANCE

	AMB
	AMBULANCE, AMBULATORY

	AMER
	AMERICA, AMERICAN

	ANES
	ANESTHESIA, ANESTHESIOLOGIST, ANESTHESIOLOGY

	AP
	ACCOUNTS PAYABLE

	APP
	APPLIANCE, APPLIANCES

	APT
	APARTMENT, APARTMENTS

	AR
	ACCOUNTS RECEIVABLE

	AR
	ARKANSAS

	ARCH
	ARCHITECTURE

	ASL
	ASSAULT

	ASSMT
	ASSESSMENT

	ASSN
	ASSOCIATION

	ASSOC
	ASSOCIATE, ASSOCIATES

	ASST
	ASSISTANT

	ATTY
	ATTORNEY

	AUTH
	AUTHORITY

	AUTO
	AUTOMATED, AUTOMATIC, AUTOMATION

	AUX
	AUXILIARY

	AVE
	AVENUE

	AZ
	ARIZONA

	BD
	BOARD, BOARDS

	BDWY
	BROADWAY

	BEHAV
	BEHAVIOR, BEHAVIORAL

	BIO
	BIOLOGY, BIOLOGICAL

	BIOTECH
	BIOTECHNOLOGIST, BIOTECHNOLOGY

	BLDG
	BUILDING

	BLVD
	BOULEVARD

	BRO
	BROTHER, BROTHERS

	CA
	CALIFORNIA

	CAP
	CAPITAL, CAPITALIZED

	CATER
	CATERING

	CD
	CERTIFICATE OF DEPOSIT

	CENT
	CENTRAL

	CHAP
	CHAPTER, CHAPTERS

	CHEM
	CHEMICAL, CHEMICALS

	CHG
	CHARGE, CHARGES

	CHIL
	CHILD, CHILDREN

	CHR
	CHURCH

	CHRIS
	CHRISTIAN

	CIR
	CIRCLE

	CLIN
	CLINIC, CLINICS, CLINICAL

	CNTRL
	CONTROL, CONTROLS, CONTROLLER

	CO
	COLORADO

	CO
	COMPANY, COMPANIES

	COLL
	COLLEGE, COLLEGES, COLLEGIATE

	COM
	COMMUNITY, COMMUNITIES, COMMITTEE, COMMITTEES, COMMISSION, COMMISSIONS

	COMM
	COMMUNICATION, COMMUNICATIONS

	COMMEM
	COMMEMORATIVE

	COMP
	COMPUTER, COMPUTERS, COMPUTING

	CONF
	CONFERENCE, CONFERENCES

	CONST
	CONSTRUCTION

	CONSULT
	CONSULT, CONSULTS, CONSULTING, CONSULTANT

	CONTR
	CONTRACT, CONTRACTS

	CONV
	CONVENTION, CONVENTIONS

	COOP
	COOPERATIVE, COOPERATIVES

	COORD
	COORDINATE, COORDINATES, COORDINATION, COORDINATOR

	CORP
	CORPORATION, CORPORATIONS

	COUN
	COUNCIL, COUNCILS

	COUNS
	COUNSELOR, COUNSELORS

	CT
	CONNECTICUT

	CT
	COURT, COURTS

	CTR
	CENTER

	CUR
	CURRENT

	D PH
	DOCTOR OF PHILOSOPHY

	DBA
	DOING BUSINESS AS

	DE
	DELAWARE

	DEF
	DEFER, DEFERRED

	DEL
	DELEGATE, DELEGATES, DELEGATION

	DEPR
	DEPRECIATION

	DEPT
	DEPARTMENT, DEPARTMENTS

	DERM
	DERMATOLOGY, DERMATOLOGIC, DERMATOLOGICAL, DERMATOLOGIST

	DEV
	DEVELOP, DEVELOPER, DEVELOPMENT, DEVELOPMENTS, DEVELOPMENTAL

	DIAG
	DIAGNOSTIC

	DIR
	DIRECTOR, DIRECTORS

	DIS
	DISEASE, DISEASES, DISEASED

	DIST
	DISTRIBUTION

	DIV
	DIVISION

	DO
	DOCTOR OF OSTEOPATHIC MEDICINE

	DPH
	DOCTOR OF PUBLIC HEALTH

	DR
	DOCTOR, DOCTORS

	E
	EAST, EASTERN

	ED B
	BACHELOR OF EDUCATION

	ED D
	DOCTOR OF EDUCATION

	EDP
	ELECTRONIC DATA PROCESSING

	EDUC
	EDUCATION, EDUCATIONAL, EDUCATOR, EDUCATORS

	ELEC
	ELECTRIC, ELECTRICAL, ELECTRONIC, ELECTRONICS, 

	EMERG
	EMERGENCY, EMERGENCIES

	EMPL
	EMPLOYEE, EMPLOYEES

	ENG
	ENGINEER, ENGINEERS, ENGINEERING

	ENT
	ENTERPRISE, ENTERPRISES

	ENTR
	ENTERTAIN, ENTERTAINER, ENTERTAINERS, ENTERTAINMENT

	ENVIR
	ENVIRONMENT, ENVIRONMENTAL

	EPDM
	EPIDEMIOLOGY, EPIDEMIOLOGICAL, EPIDEMIOLOGIST

	EQUIP
	EQUIPMENT

	EQV
	EQUIVALENT

	EST
	ESTATE, ESTATES

	EVAL
	EVALUATE, EVALUATES, EVALUATOR, EVALUATION

	EVT
	EVENT, EVENTS

	EXEC
	EXECUTIVE, EXECUTIVES

	EXMR
	EXAMINE, EXAMINER, EXAMINERS

	EXP
	EXPENSE, EXPENSES

	EXPM
	EXPERIMENT, EXPERIMENTS, EXPERIMENTAL

	EXPY
	EXPRESSWAY

	EXT
	EXTERNAL

	FAB
	FABRICATE, FABRICATOR, FABRICATIONS

	FAC
	FACILITY, FACILITIES

	FAM
	FAMILY, FAMILIES

	FDTN
	FOUNDATION, FOUNDATIONS

	FED
	FEDERAL

	FEM
	FEMALE, FEMALES

	FIN
	FINANCE, FINANCES, FINANCING, FINANCIAL

	FL
	FLOOR, FLOORS

	FL
	FLORIDA

	FRM
	FROM

	FRN
	FOREIGN

	FT
	FORT

	GA
	GEORGIA

	GDS
	GOOD, GOODS

	GEN
	GENERAL

	GEO
	GEOLOGICAL

	GOVT
	GOVERNMENT

	GRAD
	GRADUATION, GRADUATE, GRADUATES

	GRP
	GROUP, GROUPS

	GYN
	GYNECOLOGY, GYNECOLOGIST, GYNECOLOGISTS, GYNECOLOGICAL

	HI
	HAWAII

	HLD
	HELD

	HLTH
	HEALTH

	HOSP
	HOSPITAL, HOSPITALS

	HR
	HUMAN RESOURCES

	HSC
	HEALTH SCIENCES CENTER

	HTL
	HOTEL, HOTELS

	HTS
	HEIGHTS

	HUM
	HUMAN, HUMANS, HUMANE, HUMANISM, HUMANITIES

	HWY
	HIGHWAY

	IA
	IOWA

	ID
	IDAHO

	III
	THE THIRD

	IL
	ILLINOIS

	IMM
	IMMUNE, IMMUNIZATION, IMMUNIZATIONS, IMMUNOLOGIST, IMMUNOLOGISTS, IMMUNOLOGY, IMMUNOLOGIC, IMMUNOLOGICAL, IMMUNOLOGICALLY

	IMPRV
	IMPROVEMENT, IMPROVEMENTS

	IN
	INDIANA

	INC
	INCORPORATED

	IND
	INDUSTRY, INDUSTRIES, INDUSTRIAL

	INFO
	INFORMATION

	INST
	INSTITUTE, INSTITUTES, INSTITUTION, INSTITUTIONS, INSTITUTIONAL

	INSTN
	INSTRUMENT, INSTRUMENTS, INSTRUMENTAL

	INSTR
	INSTRUCTION, INSTRUCTIONAL

	INSUR
	INSURANCE

	INT
	INTEREST

	INTL
	INTERNATIONAL

	IS
	ISLAND, ISLANDS

	JCT
	JUNCTION, JUNCTIONS

	JNL
	JOURNAL, JOURNALS

	JR
	JUNIOR

	KS
	KANSAS

	KY
	KENTUCKY

	LA
	LOUISIANA

	LAB
	LABORATORY, LABORATORIES

	LIAB
	LIABILITY, LIABILITIES

	LIB
	LIBRARY, LIBRARIES

	LK
	LAKE, LAKES

	LLC
	LIMITED LIABILITY COMPANY

	LN
	LANE, LANES

	LTD
	LIMIT, LIMITS, LIMITED

	M SC
	MASTER OF SCIENCE

	MA
	MASSACHUSETTS

	MACH
	MACHINE, MACHINES

	MAINT
	MAINTAIN, MAINTENANCE

	MAN
	MANAGER, MANAGERS

	MAND
	MANDATORY

	MBA
	MASTER OF BUSINESS ADMINISTRATION

	MD
	DOCTOR OF MEDICINE

	MD
	MARYLAND

	MDS
	MASTER OF DENTAL SURGERY

	ME
	MAINE

	MECH
	MECHANIC, MECHANICAL

	MED
	MEDICINE, MEDICAL

	MFG
	MANUFACTURE, MANUFACTURES, MANUFACTURER, MANUFACTURING

	MGMT
	MANAGE, MANAGEMENT

	MI
	MICHIGAN

	MICRO
	MICROBE, MICROBIOLOGY

	MIN
	MINOR

	MISC
	MISCELLANEOUS

	MKT
	MARKET, MARKETS, MARKETING

	MN
	MINNESOTA

	MO
	MISSOURI

	MS
	MISSISSIPPI

	MT
	MONTANA

	MT
	MOUNT, MOUNTS

	MTG
	MEETING, MEETINGS

	MTN
	MOUNTAIN

	N
	NORTH, NORTHERN

	NAT
	NATURAL

	NATL
	NATIONAL

	NC
	NORTH CAROLINA

	ND
	NORTH DAKOTA

	NE
	NEBRASKA

	NE
	NORTHEAST, NORTHEASTERN

	NET
	NETWORK, NETWORKS, NETWORKING

	NEURO
	NEURASTHENIA, NEUROANATOMY, NEUROSIS

	NEUROL
	NEUROLOGICAL, NEUROLOGIST, NEUROLOGY

	NH
	NEW HAMPSHIRE

	NJ
	NEW JERSEY

	NM
	NEW MEXICO

	NUTR
	NUTRITION, NUTRITIONIST, NUTRITIONAL

	NV
	NEVADA

	NW
	NORTHWEST, NORTHWESTERN

	NY
	NEW YORK

	OCCUP
	OCCUPATION, OCCUPATIONAL

	OFC
	OFFICE, OFFICES

	OH
	OHIO

	OK
	OKLAHOMA

	OKC
	OKLAHOMA CITY

	OPS
	OPERATION, OPERATIONS

	OR
	OREGON

	ORG
	ORGANIZATION, ORGANIZATIONS, ORGANIZATIONAL

	OTH
	OTHER, OTHERS

	PA
	PENNSYLVANIA

	PATH
	PATHOLOGY, PATHOLOGIST, PATHOLOGICAL

	PAY
	PAYABLE, PAYABLES

	PED
	PEDIATRIC, PEDIATRICS

	PEL
	PELVIC

	PERF
	PERFORM, PERFORMS, PERFORMANCE, PERFORMING

	PERS
	PERSONAL, PERSONNEL

	PETRO
	PETROLEUM

	PH
	PENTHOUSE

	PH B
	BACHELOR OF PHILOSOPHY

	PH C
	PHARMACEUTICAL CHEMIST

	PH D
	DOCTOR OF PHILOSOPHY

	PHARM
	PHARMACY, PHARMACIES, PHARMACEUTICAL, PHARMACIST, PHARMACOLOGY

	PHOTO
	PHOTOGRAPH, PHOTOGRAPHS, PHOTOGRAPHIC, PHOTOGRAPHER, PHOTOGRAPHERS

	PHY
	PHYSICS, PHYSICAL

	PHYSIOL
	PHYSIOLOGY, PHYSIOLOGICAL

	PHYSN
	PHYSICIAN, PHYSICIANS

	PKWY
	PARKWAY

	PL
	PLACE

	PLZ
	PLAZA

	PMT
	PAYMENT, PAYMENTS

	PNT
	PATIENT, PATIENTS

	PR
	PAYROLL

	PRAC
	PRACTICE, PRACTITIONER, PRACTITIONERS

	PREP
	PREPARATION, PREPARATORY, PREPARE, PREPARES

	PREVEN
	PREVENT, PREVENTIVE, PREVENTABLE

	PRIV
	PRIVATE

	PROD
	PRODUCT, PRODUCTS, PRODUCTION, PRODUCTIONS

	PROF
	PROFESSION, PROFESSIONAL

	PROG
	PROGRAM, PROGRAMS, PROGRAMMING

	PROJ
	PROJECT, PROJECTS

	PROV
	PROVIDE, PROVIDES, PROVIDER, PROVIDERS

	PRTG
	PRINT, PRINTING

	PSYCH
	PSYCHIATRY, PSYCHOLOGY, PSYCHOPATHY, PSYCHOPATHOLOGY, PSYCHOLOGICAL, PSYCHIATRIC, PSYCHOPATHOLOGICAL, PSYCHOPATHOLOGIST

	PTY
	PROPRIETARY LIMITED COMPANY, PROPRIETARY

	PUB
	PUBLIC

	PUBL
	PUBLICATION, PUBLICATIONS, PUBLISHER, PUBLISHERS, PUBLISHING

	RADIOL
	RADIOLOGY, RADIOLOGICAL

	RD
	ROAD

	RDG
	RIDGE

	RECON
	RECONSTRUCT, RECONSTRUCTION

	RECV
	RECEIVABLE

	REGIS
	REGISTER, REGISTRATION

	REHAB
	REHABILITATION

	REP
	REPRESENTATIVE, REPRESENTATIVES

	RES
	RESEARCH, RESEARCHES, RESEARCHER

	RET
	RETIREMENT, RETIREMENTS

	REV
	REVENUE, REVENUES

	RI
	RHODE ISLAND

	RM
	ROOM

	RPT
	REPORT, REPORTS, REPORTING

	RR
	RURAL ROUTE

	RSD
	RESIDENT, RESIDENTS, RESIDENCE, RESIDENCY

	RSTD
	RESTRICTED

	RSV
	RESERVE

	RT
	ROUTE, ROUTES

	S
	SOUTH, SOUTHERN

	SC
	SOUTH CAROLINA

	SCH
	SCHOOL, SCHOOLS

	SCHOLAR
	SCHOLARSHIP, SCHOLARSHIPS

	SCI
	SCIENCE, SCIENCES, SCIENTIFIC, SCIENTIST, SCIENTISTS

	SD
	SOUTH DAKOTA

	SE
	SOUTHEAST, SOUTHEASTERN

	SEC
	SECTION, SECTIONS

	SOC
	SOCIETY

	SOFT
	SOFTWARE

	SPECL
	SPECIAL, SPECIALIST, SPECIALIZE, SPECIALTY

	SPLY
	SUPPLY, SUPPLIES, SUPPLIERS

	SPN
	SPONSOR, SPONSORS, SPONSORED

	SPORT
	SPORT, SPORTS, SPORTING, SPORTSMAN, SPORTSWOMAN, SPORTSMANSHIP

	SQ
	SQUARE

	SR
	SENIOR, SENIORS

	ST
	SAINT

	STA
	STATION, STATIONS

	STAN
	STANDARD

	STE
	SUITE, SUITES

	STG
	STAGE, STAGES, STAGING

	STU
	STUDENT, STUDENTS

	SUR
	SURGERY, SURGICAL

	SURG
	SURGEON, SURGEONS

	SVC
	SERVICE, SERVICES

	SW
	SOUTHWEST, SOUTHWESTERN

	SYMP
	SYMPOSIUM, SYMPOSIA

	SYS
	SYSTEM, SYSTEMS

	TECH
	TECHNICAL, TECHNOLOGY, TECHNOLOGIES, TECHNOLOGICAL

	TELECOMM
	TELECOMMUNICATION, TELECOMMUNICATIONS

	TER
	TERRACE

	THERAP
	THERAPY, THERAPIST, THERAPISTS, THERAPEUTIC

	TN
	TENNESSEE

	TPKE
	TURNPIKE

	TR
	TRAUMATIC

	TRANS
	TRANSPORTATION

	TREAS
	TREASURE, TREASURER, TREASURY

	TRL
	TRAIL

	TRNG
	TRAINING

	TRV
	TRAVEL

	TX
	TEXAS

	UNIV
	UNIVERSITY, UNIVERSITIES

	UNLTD
	UNLIMITED

	URODYN
	URODYNAMIC, URODYNAMICS

	UROGEN
	UROGENITAL

	US
	UNITED STATES

	USA
	UNITED STATE OF AMERICA

	UT
	UTAH

	VA
	VETERANS AFFAIRS

	VA
	VIRGINIA

	VLY
	VALLEY

	VT
	VERMONT

	W
	WEST, WESTERN

	WA
	WASHINGTON

	WHSE
	WAREHOUSE, WAREHOUSES

	WI
	WISCONSIN

	WMN
	WOMAN, WOMEN

	WV
	WEST VIRGINIA

	WY
	WYOMING

	XFR
	TRANSFER

	YD
	YARD, YARDS

	YNG
	YOUNG
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Payee:
      Supplier Name or Alternate Payee Name (PS Vendor ID- location)
      Address matching Location in PS Vendor File
      USA

Payment Information:
     Check Number:          XXXXXXXXX
     Payment Date:           2016-01-27
     Payment in the amount of XXX.XX (USD) has been sent to your bank account ending in XXXXXX1234

The following details the invoices that are being paid:
	Remitting Agency
	Voucher
	Invoice
	Invoice Date
	Amount
	Message


	UNIV. OF OKLA. HEALTH SCIENCES CENTER
	XXXXXXXX
	Invoice Number or Ref as shown on voucher
	Invoice Date as shown on voucher
	000.00
	Message fields as shown on voucher max 70 characters


	
	
	
	Grand Total
	000.00
	





NOTE: Any questions regarding this payment should be directed to the Remitting Agency listed above.

CONFIDENTIALITY NOTICE: This e-mail and any files transmitted are solely for the use of the individual or entity to which they are addressed. If you have received this e-mail in error, please notify the system manager and delete this e-mail from you system. If you are not the named addressee you should not disseminate, distribute, or copy this email.
(CSV FILE attached to email to allow for additional consolidated payment information)

[bookmark: _Toc444866822]Appendix 5 Possible Error Messages for Nightly Vendor Interface (OCP_0244_AP)
For all error files, format as Excel spreadsheet to easily filter by error and vendor classifications. The following is a list of possible error results and the action needed to correct so interface process is successful. Error report will default to first error encountered. Additional errors may be applicable. HiEd Agency should audit each record with error results for additional possible errors. 
1. HiEd Agency is invalid or agency SETID cannot run process
· The user supplied SETID value does not match the value from SET_CNTRL_GROUP table.  
· OMES must correct tables in PS environment and then rerun test file. 
· Agency to ensure submission to SETID 00000 common core file.
2. Vendor '<FEIN>' - zip not 9 digits
· HiEd Agency to utilize USPS Zip Code Look-up to ensure zip is correct and formatted with 9 digits.
· HiEd Agency to correct formatting of additional boxes for each vendor.
3. Vendor Type, <vendor_type> is invalid
· HiEd Agency to update file to correct vendor type.
· Possible Values:
· ‘EMP’ - EMPLOYEE 
·  ‘TIN’ – Vendor (default)
· ‘STU’ – Student
· ‘CON’ - Confidential
4. Please correct name; remove invalid characters,'<invalid_chars>’, and resubmit
· HiEd Agency to correct vendor name (review name formatting rules).
5. Record does not contain a valid bank acct type code of 02 or 03
· Bank account type required, resubmit file with correct bank account type code (02 savings or 03 checking).
6. Vendor '<FEIN>' has an invalid bank id
· Routing Number is invalid, please verify and correct routing number and resubmit.
7. Vendor '<FEIN>'has a blank or invalid TIN type
· HiEd Agency to update TIN type on vendor record.
8. Legacy Vendor ID '<FEIN>'--is invalid
· Agency should verify vendor Name, Vendor ID, TIN on file.
· OMES to verify current TIN on vendor file, if discrepancy then agency should request W-9 to validate. 
· HiEd Agency to determine if their vendor file is inactive, and if active update their vendor information and correct formatting of additional boxes for each vendor.
9. Vendor '<FEIN>' --has an invalid zip code--<Zip_in>
· Utilize USPS Zip Code Look-up to ensure zip is correct and formatted with 9 digits.
10. Legacy Vendor ID '<FEIN>’--is a State FEIN; add manually 
· EFT information and address updates via file are not authorized for State Agency vendor files 0000000001 to 00000010000. 
· Agency should submit a vendor file change request using the OMES vendor Payee form to vendor.form@omes.ok.gov.
· All changes to State agency vendor files are approved by the State agency before update is processed by OMES. 
11. PS Vendor ID '<Existing_Vendorid>' is a State vendor; process manually 
· OMES to process all changes to existing state agency vendors manually.  
12. PS Vendor ID '<Existing_Vendorid>' - Name changes must be sent to OSF using Vend Form
· Error is received only if an agency still attempts to submit a “C” transaction for a name change.  These transactions are no longer allowed and will get this error if they forget and try to submit a name change. 
· Agency should submit a recent W-9 to vendor.form@omes.ok.gov to validate vendor information.
· If changes to PS vendor information are needed OMES Vendor Registration will update.
13. Legacy Vendor ID '<FEIN>'--Flat file FEI, name, or zip code is blank
· HiEd Agency to check information on each line for vendor. Ensure all fields are correct and filled.
· HiEd Agency to correct formatting of additional boxes for each vendor.
14. PS Vendor ID '<Existing_Vendorid>'--File vendor_id, loc, or both addr and bank info is blank
· HiEd Agency to review and update required fields.
· On EMPLOYEE update transactions: Supply the zip code and email if email needs to be updated; supply the bank id number and other bank info if bank needs to be updated.  One or the other or both need to be supplied for updates as needed  
15. Unable to match File Name, <name/FEIN>; #feins: <count of possible feins>; 1 pos vndr <possible vndr>   
· Review PeopleSoft Vendor File by FEIN. Information submitted must match exact name format/spelling.
· HiEd Agency to review TIN matching file from IRS.gov to check if TIN and Name 1 and Name 2 are correct. If not, HiEd Agency and/or OMES to correct the vendor name or TIN, whichever is incorrect.
· HiEd Agency to correct formatting of additional information for each vendor. 
· OMES to correct PeopleSoft with corrected vendor information if necessary.
16. Vndr <ps_vendorID_found> is a supplier but not open for ordering  (for SETID 00000 only)
· HiEd Agency to check vendor classification for accuracy. 
· OMES will need to update all vendors to suppliers and open for ordering status if correctly coded as an active “Supplier” for HiEd Agency.
· OMES to check Vendor ID in PS for accuracy.
· OMES to update Vendor File in PS “Open for Ordering.”
· If additional changes need to be made to HiEd Agency file, OMES will send grouped issues to HiEd Agency to correct all incorrect entries in their system.
· HiEd Agency to correct formatting of additional fields for each vendor. 
17.  More than one match on inactive vendors found; please review manually <name>    (for SETID 00000 only)
· If duplicates exist on state vendor file (both inactive and active) file interface process will not reactivate vendor. 
· OMES to correct state vendor file and update manually.
18. PS Vendor ID/old Vendor ID '<existing_ps_vendorID/fein>' is a duplicate 
· HiEd Agency to verify address being submitted is not a duplicate zip code. Additional addresses with the same zip require manual entry by OMES Vendor Registration.   
· 1099 Updates need to be added manually by OMES.
· OMES to update information not in PS but provided by HiEd Agency.
19. PS Vendor ID/old Vendor ID '<existing_ps_vendorID/fein>' and name '<name>'is a duplicate (for SETID HECLM only)
· HiEd Agency to run Query in PeopleSoft Financials OSF_VENDOR_CHECK to review for possible duplicate.
· If duplications exist, HiEd Agency to contact OMES Vendor Management to determine which vendor is accurate. 
20. File vendor type does not match existing Vendor class for <existing_Vendorid>  (for SETID 00000 only)
· HiEd Agency to verify the Vendor Type/Active Status.
· HiEd Agency to submit proper OMES form for vendor classification change request. 
· OMES to update PeopleSoft with corrected Vendor Type/Status/Classification.
· NOTE: For active employees: OMES and HiEd Agency should not classify as supplier/student, please use EMPLOYEE classification as default. 
· Additional remit addresses/locations should be added for non-employee payment activity. 
· Employees should not have a confidential status or CID on file.
21. File Vendor ID and loc were found but file FEIN '<FEIN>' does not match vendor
· Information submitted does not match TIN on file in the vendor file record.
· Agency to submit new vendor W-9 to validate vendor information.
· If changes to PeopleSoft state vendor information are needed OMES Vendor Management will update.
· If changes to HiEd Agency vendor record are needed, HiEd Agency should update. 
22.  The existing PS Vendor ID/loc for <Existing_Vendorid> provided in file does not exist
· HiEd Agency to check vendor information for accuracy.
23. NU - Addr/other recs effdtd today may already exist; check vndr<Existing_VendorID/fein>
· Recent changes to vendor file in PS have occurred with same effective date.
· HiEd Agency to check PS vendor file to ensure update or add is still required and resubmit.
24.  Vndr may have non-standard loc#; please check vndr; add/upd manually...fein <FEIN>     
· If location number in PS vendor file is non-standard, or skips sequence within current vendor file, then OMES will need to add manually.   
25. PS Vendor ID ‘XXXXXXXXXX’ - File VndrId, loc, bnk id, acct, or FEIN is blank; unable to terminate
· Agency to check file for completion of all required fields.
26. PS Vendor ID ‘XXXXXXXXXX’ is not an employee; unable to terminate
· Vendor status must be coded as EMPLOYEE for termination process to be successful. 
· If vendor EFT information needs to be terminated for a Supplier or other vendor classifications please request EFT inactivation to vendor.eft@omes.ok.gov. 
27. PS Vendor ID ‘XXXXXXXXXX’ - File Vndr loc or bank rec were not found in vendor; unable to terminate
· Agency to check file for correct location matching the banking information submitted for Termination.
28. PS Vendor ID ‘XXXXXXXXXX’ - bank account and bank id are already blank; termination bypassed
· Banking has already been inactivated on location specified in file. No update processed.
29. PS Vendor ID ‘XXXXXXXXXX’ - file bank acct or bank id do not match vndr; unable to terminate
· Banking submitted on file for termination does not match on location specified.
· Agency to verify banking and location on file for exact match.
30. PS Vendor ID ‘XXXXXXXXXX’ -- has an invalid bank id
· Agency to check file for completion of all required fields.
· Bank ID is bank routing number.
· [bookmark: _Toc438130364]Cannot start with ‘5’.  Length must be 9 digits and not all 0’s, 1’s, etc.
31. Loc BU does not match file BU; update bank manually; contact OMES Vndr Reg.' 
· Agency specific location with BUXXXXX description not found.
32. Bank info may not be updated for non-employee vendors; contact OMES Vndr Reg.
· For updates: File record contains banking information for non-employee; will error.
33. Loc descr BU does not match file BU; terminate manually/contact OMES Vndr Reg'
· Agency specific location with BUXXXXX description not found.
34. Unable to add new addr/loc; BU exists on loc ' XXXX; contact OMES Vndr Reg
· For Employee Add transactions: Agency specific location with BUXXXXX description was found; cannot have more than one per agency.


NOTE: We are undergoing development changes and testing to the nightly vendor interface; wording/text on errors are subject to change still.  Other errors may still need to be added as well.  




















[bookmark: _Toc444866823]Appendix 6 OU Health Science Center Post Conversion Process
OU Health Science Center has provided a detail of their post conversion vendor file process used to submit vendor information and validate the READ/RETRIEVE file results. Agency may wish to adapt these processes to work for their own system. 
OUHSC OCP_0244_AP PROCESS
Once conversion is complete, daily file transfer necessary to continually maintain additional or changes to HiEd Agency vendors. For each HiEd Agency this process will differ based their current operating system requirements. Process will be similar for current post conversion process developed in conjunction with OUHSC as described below.
[bookmark: _Toc442114095][bookmark: _Toc442114658]CORE.VENDOR.FILE	
· OUHSC brings this file back daily and loads it into a ghost table in our financial system.  
· We pull the last four digits of the bank and the banking email from this file and load it into any vendor we have with the noted OMES vendor number.
· If the WIR payment flag is marked “Y” we change the status of the matching OMES vendor in our system to only allow for interagency payments.
· Every payment we make in the OUHSC financial system compares the vendor TIN, address line 1, zip, and OMES vendor number to ensure there is a match in the shadow table to know we are always paying the exact vendor intended.
[bookmark: _Toc442114096][bookmark: _Toc442114659]CORE.BUXXXXX.VNDR.RECEIVD
· Send file to OMES daily.
· System process finds all vendors in OUHSC system that have been updated that day and extracts those vendor records in full.
· The following are REMOVED from the file that will be loaded to State vendor file: Foreign vendors (no TIN) and foreign addresses (not USA) (foreign addresses cannot electronically add).
· Address Updates where the OMES Ven #, Address 1, and Zip all match (this means they already exist and don’t need to be added).
· Address updates where there is more than one of the same zip at OUHSC or at OMES (the system cannot correctly identify which address to update or add if there are already matching zip codes. These have to be added manually).
· Any vendor with TIN 736017987 (All state agencies have to be updated manually).
· All EMPLOYEE changes with the exception of email only (employee addresses have to all be updated manually because these are loaded from HR and use HiEd Agency address whereas OUHSC system stores the employee home address).     
· File is programmed in each field as the requirements are listed on OMES specs.
· Special OUHSC handling/decisions are as follows:
· Field #5 – OUHSC stores vendor names as all SSN with lastname,firstname and all EIN vendors firstname lastname. OMES stores vendor names as employees and students lastname,firstname and all other firstname lastname. OUHSC programs this field to change OUHSC formatting to OMES formatting when submitting new vendors.
· Field #22 – OUHSC uses EMP for employees paid through HR; TIN for default of vendors not otherwise listed; STU for students in the student system; R S for all vendors that are participating in research studies with no other relationship to the University.
· Field #25, 26, and27 – OUHSC does not collect or maintain any banking information due to the required security and high risks.  OUHSC directs all vendors to the state portal and brings back the vendor information in the CORE.VENDOR.FILE with just the last 4 digits to eliminate the risks and requirements. Therefore, these fields are always sent blank.
· Field #33 – Send email addresses for all employees so can properly receive remittance emails.  
· OUHSC uses this process to create a daily report of what vendors we are loading and the total number of records so this can be matched to the report from OMES when the vendors are loaded.
[bookmark: _Toc442114097][bookmark: _Toc442114660]CORE.BUXXXXX.VNDR.DATA
· Result files are brought back daily after we load our vendors into the OMES vendor file.
· When the results are brought back, OUHSC captures the new OMES vendor number for all vendors we added into a field in the OUHSC vendor file so the data can be used to determine what vendor we are paying at OMES.
· OUHSC Error Management Procedures:
NU – Addr/other recs effdtd today may already exist; check vndr XXXXXXXXXX/XXXXXXXXX	
Resave vendor to reload the following day. This generally means OMES has made a manual change to this vendor already that day and the system will only allow the one change. Our update will have to be loaded the following day.
Unable to find HCM EMPLID with FEIN 123456789
Resave vendor to reload the following day. This generally means our HR system has not sent the HR update to OMES yet for the employee files to be matched when we send the vendor data to OMES.
Unable to match File Name
This means there is an error such as a TIN typo, an address connected to the wrong location, an issue with the approval status or classification but most likely, our name is not formatting the same as OMES.  This is the case for vendors that have DBA names (because we use the DBA name as the vendor name and OMES often uses the vendor name as the address line), or for individuals operating under their SSN where as OMES has them formatted firstname lastname and we have them formatted lastname,firstname. All of these instances require us to send a manual update to OMES for corrections. 































[bookmark: _Toc444866824]Appendix 7 OMES 1099 Reportable Account Codes
Account Codes for 1099 Reporting - By Category
	
☐ 1 - RENTS   
532110	Rent of Office Space
532120	Rent of Land
532130	Rent of Other Building Space
532140	Rent of Equipment and Machinery
532150	Rent of Telecommunications Equip
532160	Rent of Electronic Data Processing Equipment
532170	Rent of Electronic Data Processing Software
532190	Other Rents

	☐ 1 - RENTS (cont.)
532141	Rent of Motor Vehicles
532142     Lease of Motor Vehicles


☐  2 - ROYALTIES
533170	Royalties

	☐ 3 - PRIZES AND AWARDS
552140	Incentive Awards – Monetary & Material
552160	Incentive Payments – Oklahoma Horse Breeders & Owners
552170	Incentive Payments – Oklahoma Film Enhancement Rebate
553220    Indemnities, Restitution & Settlements

	☐ 6 - MEDICAL & HEALTH CARE PAYMENTS
515530	Veterinary Services
515700	Offices of Physicians (except Mental Health Specialists)
515710	Offices of Physicians, Mental Health Specialists
515720	Offices of Dentists
515730	Offices of Chiropractors
515740	Offices of Optometrists
515750	Offices of Mental Health Practitioners (except Physicians)
515760	Offices of Physical, Occupational & Speech Therapists, & Audiologists
515770	Offices of Podiatrists	
515780	Offices of all other Miscellaneous Health Practitioners
515790	Family Planning Centers
515800	Outpatient Mental Health & Substance Abuse Centers
515810	Other Outpatient Care Centers
515820	Medical and Diagnostic Laboratories

	515830	Home Health Care Services
515840	Ambulance Services 
515850	All other Ambulatory Health Care Services 
515860	General Medical & Surgical Hospitals 
515870	Psychiatric & Substance Abuse Hospitals
515880	Specialty Hospitals (except Psychiatric & Substance Abuse)
515890	Nursing Care Facilities
515900	Residential Services for People with Developmental Disabilities
515910	Residential Mental Health & Substance Abuse Facilities 
515920	Community Care Facilities for the Elderly
515930	Other Residential Care Facilities
537210	Laboratory Services & Supplies
551230	Medical Services to Indigents (from agencies other than DHS)
551240	Hospital Services to Indigents (from agencies other than DHS)
551250	Other Health Services to Indigents (from agencies other than DHS)


	☐ 7 -  NON-EMPLOYEE COMPENSATION
515010	Office of Lawyers
515020	Offices of Notaries
515030	Other Legal Services
515060	Accounting, Tax Preparation, Bookkeeping & Payroll Services
515210	Payments for Contract Mentor Services
515220	Architectural Services
515230	Landscape Architectural Services
515240	Engineering Services
515250	Drafting Services
515260	Building Inspection Services
515270	Geophysical Surveying & Mapping Services
515280	Surveying and Mapping (except geophysical) Services
515290	Testing Laboratories
515300	Interior Design Services
515310	Industrial Design Services
515320	Graphic Design Services
515330	Other Specialized Design Services
515350	Custom Computer Programming Services
515360	Computer Systems Design Services
515370	Computer Facilities Management Services 
515380	Other Computer Related Services
515400	Administrative Management & General Management Consulting Services
515410	Human Resources & Executive Search Consulting Services
515420	Marketing Consulting Services
515430	Process, Physical Distribution, & Logistics Consulting Services
515440	Other Management Consulting Services
515450	Environmental Consulting Services
515460	Other Scientific & Technical Consulting Services
515470	Research & Development in the Physical, Engineering, & Life Sciences
515480	Research & Development in the Social Sciences & Humanities
515490	Advertising and Related Services
515500	Marketing Research & Public Opinion Polling 
515510	Photographic Services
515520	Translation & Interpretation Services
515540	All other Professional, Scientific and Technical Services
515550	Management of Companies & Enterprises
515560	Office Administrative Services
515570	Employment Placement Services
515580	Business Support Services
515590	Document Preparation Services
	515600	Telephone Call Centers
515610	Business Service Centers
515620	Collection Agencies
515630	Credit Bureaus
515640	Other Business Support Services
515650	Investigation & Security Services
515660	Educational Services
515940	Individual & Family Services
515950	Community Food, Housing & Emergency & Other Relief Services
515960	Vocational Rehabilitation Services
515970	Child Day Care Services
515980	Arts, Entertainment and Recreation
515990	Other Services (except Public Administration)
517110     Moving Expense – Employee Transfer
531150	Printing and Binding Contract
531160	Advertising
531170	Informational Services
531190	Exhibitions, Shows and Special Events
531220	Burial Charges
531330	Jury and Witness Fees
531500    Moving Expenses – General
533100    Maintenance & Repair – Other Items
533110	Maintenance & Repair of Buildings & Grounds (outside vendors)
533120	Maintenance & Repair – Equipment (outside vendors)
533130	Maintenance & Repair of Telephone Equipment (outside vendors)
533140	Maintenance & Repair of Data Processing Equipment (outside vendors)
533150	Maintenance & Repair of Data Processing Software (outside vendors)
533190     Maintenance & Repair – Employee  Uniforms
545110	Land Improvements
546210	Buildings and Other Structures – Construction and Renovation
546220	Major Maintenance and Repair of Equipment
547110	Highway and Bridge Construction Expense – Contractual
547120	Maintenance and Repairs to Highways and Bridges
547210	Major Maintenance and Renovation – Bridges
552100     Stipends – Other
552120	Teacher Stipends (“Incentive” payments)
552130     Oklahoma Police Corps Stipends
553160	Legal Settlements Reportable to the IRS
554190	Voter Registration Services
561140     Pollution Remediation 

	☐ 14 - GROSS PROCEEDS TO AN ATTORNEY
553180	Settlements – Paid To/Thru Attorney
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