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Payment Authorization Form Instructions

Please use Mozilla to access the new Payment Authorization Form (PA).  The form will not print correctly on most machines if Internet Explorer is used.  See pages 33 - 35 for printing instructions.

The new Payment Authorization Form can be found at https://asaweb.wku.edu/php/prod/Forms/PaymentAuth.php
To access the form, enter WKU Email User ID and Password and click Submit
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Using a WKU 800 Number

The first box, marked with a #1 is for the WKU 800#, this will need to be entered first.  If the payment is for an existing payee, the 800# can be found using Banner screen FTIIDEN and FTMVEND– please see pages 23-32 of these instructions on how to use Banner screen search to locate the 800#.  
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Payment Authorization - Western Kentucky University
WETRUCTIONS

Only one payes per document.
Form V45 must be attached for payment to ndividuals and companies for 1099 reportable payments.

‘Approved Contractor Status Form needed for Service for Indiviual.

Retain Departmental copy, send the other 2 copie o Accounts Payable for payment. (Minimum 48 hrs prior to when check s needed.)

Ifthe system generated ciizenship value s N or NR, refer the completed and approved payment authorization request form to the Tax Compliance Accountant - David
Lews.

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.
if changes are needed, check the box next to "Make changes to payee address.”

® commodiity Code

® commodiity Code

Street Address, Line 2 ® commodity Code

City, State, and Zip: Iy f

® commodiity Code
[k changes to the payee name. =

[k changes to the payee adaress.

start € & FF [& [Fwd: CIM Order] -1, [ Payment Authoriz 2k Document1 - Mirosof.




Enter the 800# in box #1

[image: image3.png][ Payment Authorization - Mozilla

e

Back

Edt Vew Go Bookmarks Toos Window Hep

-® .3 8 & htips: fasaweb. wku.edu/php/prod/Forms PaymentAuth. php

Reload

| Ariome | WBookmeris £mozia.org P Latest Buids

Payment Authorization - Western Kentucky University

Only one payes per document

‘Approved Contractor Status Form needed for Service for Indiviual.

Lews.

Form V45 must be attached for payment to ndividuals and companies for 1099 reportable payments.

Retain Departmental copy, send the other 2 copie o Accounts Payable for payment. (Minimum 48 hrs prior to when check s needed.)
Ifthe system generated ciizenship value s N or NR, refer the completed and approved payment authorization request form to the Tax Compliance Accountant - David

WSTRUCTIONS

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.
(800063580 if changes are needed, check the box next to "Make changes to payee address.”

® commodiity Code

® commodiity Code

Street Address, Line 2

® commodiity Code

City, State, and Zip:

® commodiity Code

[k changes to the payee name.

® commodiity Code

[k changes to the payee adaress.

Pi7Start | € ® [ ° [ ament Authorizato... | (% Re: [Fuds atiacheds.. || Documenti.-Mirosof Inte




Press the Validate Button located at the bottom of the form to fill in the name and address of the payee 
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City, State, and Zip: Commodity Code

® commodity Code O Account Code:
[k changes to the payee name.

[k changes to the payee adaress.

Total Amount;|

Less Discount

et Amount

CERTIFICATION and AUTHORZATION FOR PAYHENT,

Inereby certfy that the materials andior services detalled n this document and attachment thereto have been received and inspected, that the quaniies or services received
were as stated herein and thatthe condition was satisfactory except as ofherwise noted above.

Recommended for Payment by Phone. Date

Rpproved by

Prepared by (WKUID):

Pi7Start | € ® [ ° [ ament Authorizato... | (% Re: [Fuds atiacheds.. || Documenti.-Mirosof Inte




Now the form should appear as below:  The boxes highlighted in red require entry before you print the form and submit for payment – these items are also noted under “Please Correct the Following”
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PLEASE CORRECT THE FOLLOWING:

“Prepared by (WKUD)" s required.
“Index# s required i ne 1.
“Commodty Code" & required i ne 1.
“Amt- s required nine 1.
“Description” s required i ne 1
“Quantiy” s required i ne 1
“Unt'is required n ne 1

“Unt Price” s required i ne 1
“Total'is required in ne 1

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.
(800063580 if changes are needed, check the box next to "Make changes to payee address.”

ramer © commocty Code O Account Cose

FosenexanerSmn ———

® commodity Code O Account Code:

Street Address:
545 Main St

Street Address, Line 2 ® commodity Code

City, State, and Zip: ® commodity Code

South Carroliton, KY 42374

® commodiity Code
[k changes to the payee name. =

[k changes to the payee adaress.

[ Payment Authorizatio... | [ Ret [Fud: attacheds... | @ Documentl -Microsof. Internet Explorer




For this example, lets say we know that payment is suppose to go to a different address:

110 Main Street, Bowling Green KY 42101

To make sure the payment goes to the correct address, please select the make changes to the payee address box and type in the correct address
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+ “Prepared by (WKUD)" & required
“Index# s required i ne 1.
“Commodty Code" & required i ne 1.
“Amt- s required nine 1.
“Description” s required i ne 1
“Quantiy” s required i ne 1
“Unt'is required n ne 1
“Unt Price” s required i ne 1
“Total'is required in ne 1

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.
(800063580 if changes are needed, check the box next to "Make changes to payee address.”

Payee Hlame:

FosenexanerSmn ———

® commodity Code O Account Code:

Street Address:

® commodity Code O Account Code:

110 Main Street

Street Address, Line 2:

® commodiity Code

City, State, and Zip:

® commodiity Code

[Bowiing Green. KY 42101

[k changes to the payee name.

® commodiity Code

Pi7Start | € ® [ ° [ ament Authorizato... | (% Re: [Fuds atiacheds.. || Documenti.-Mirosof Inte




Now press the Validate button, click yes to remember the values you filled in
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City, State, and Zip:
[Bowiing Green. KY 42101

® commodity Code O Account Code:
[k changes to the payee name.

Make changes o the payes address.

I 000

000

000

000

000

Confirm

000

000

[osomss] (1w ) X

000

@ Do you want to remember the values you filedin?

000

000

000

Total Amount; 000

Less biscount:| § 0.00)
Net Amount:| s 000

CERTIFICATION and AUTHORZATION FOR PAYMENT

Inereby certfy that the materials andior services detalled n this document and attachment thereto have been received and inspected, that the quanties or services received
were as stated herein and thatthe condition was satisfactory except as ofherwise noted above.

Recommended for Payment by Phone. Date

Rpproved by

Prepared by (WKUID):

+J start € & FF [EE Payment Authorizatio. [ Re: [Fud: attached s. 24 Document1 - Microsof. Internet Explorer




Note that there is now a message that states the 

Address has been changed >[image: image8.png]P Payment Authoriza
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Payment Authorization - Western Kentucky University

WSTRUCTIONS

Only one payee per document.
Form W must be aftached for payment o individuals and companies for 1099 reporiabie payments.

‘Approved Contractor Status Form needed for Service for Indiviual.

Reain Departmental copy, send th ofher 2 copies to Accounts Payable for payment. (Hinimum 48 hs prior to when check i needed.)

Ifthe system generated clizenship value is i or IR, refer the completed and approved payment authorizaton request form o the Tax Compiance Accountant - David
Lews.

PLEASE CORRECT THE FOLLOWING:

« “Prepared by (WKUD)" & required
+ “Index # s required i ne 1

+ “Commodity Code" & required nne 1.
« "Amt- s required nne 1.

« “Description” & required i ne 1.

+ “Quantty" s requied i ne 1

« “Unif is required in Ine 1

« “Unit rice” i required nine 1.

+ “Total s required i ne 1.

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.

(800063580 1t changes are needed, check the box next to "Make changes fo payee address.’

= Address has been changed

@index ® commodity Code O Account Code:
Payee Hlame:
O Fund

FosenexanerSmn — o

@index ® commodity Code O Account Code:

Street Address:
OFuna

110 Main Street

@index ® commodity Code O Account Code:

Street Address, Line 2
OFuna

@index ® commodity Code O Account Code:

City, State, and Zip: Orun

Bowling Green KY 42101

@index ® commodity Code O Account Code:

[k changes to the payee name. Oruna

[k changes to the payee adaress.

[BF payment Authoizato.. | [ R [ atiached ... | 24 Documentl -Mrosof, e





Now select Index or Fund for the payment source by clicking the appropriate radio button and Commodity Code or Account Code by clicking the appropriate radio button.  If you select Commodity Code and click on the drop down box you will get a list of Commodity Codes (there are in numerical order), to select just double click on the Commodity Code of choice
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Payment Authorization - Western Kentucky University
TSTRUCTIONS

Only one payee per document.
Form W must be aftached for payment o individuals and companies for 1099 reporiabie payments.

‘Approved Contractor Status Form needed for Service for Indiviual.

Reain Departmental copy, send th ofher 2 copies to Accounts Payable for payment. (Hinimum 48 hs prior to when check i needed.)

Ifthe system generated clizenship value is i or IR, refer the completed and approved payment authorizaton request form o the Tax Compiance Accountant - David
Lews.

PLEASE CORRECT THE FOLLOWING:

« “Prepared by (WKUD)" & required
+ “Index # s required i ne 1

+ “Commodity Code" & required nne 1.
« "Amt- s required nne 1.

« “Description” & required i ne 1.

+ “Quantty" s requied i ne 1

« “Unif is required in Ine 1

« “Unit rice” i required nine 1.

+ “Total s required i ne 1.

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.
(800063580 1t changes are needed, check the box next to "Make changes fo payee address.’

= Address has been changed

o © ex © commocty Code O Account Cose

Robert Alexander Smith

Street Address:
110 Main Street

Street Address, Line 2

City, State, and Zip:
Bowling Green KY 42101

[k changes to the payee name.
[k changes to the payee adaress.

Pi7Start | € ® [ ° [ ament Authorizato... | (% Re: [Fuds atiacheds.. || Documenti.-Mirosof pm———
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Payment Authorization - Western Kentucky University

WSTRUCTIONS

Only one payee per document.
Form W must be aftached for payment o individuals and companies for 1099 reporiabie payments.

‘Approved Contractor Status Form needed for Service for Indiviual.

Reain Departmental copy, send th ofher 2 copies to Accounts Payable for payment. (Hinimum 48 hs prior to when check i needed.)

Ifthe system generated clizenship value is i or IR, refer the completed and approved payment authorizaton request form o the Tax Compiance Accountant - David
Lews.

PLEASE CORRECT THE FOLLOWING:

« “Prepared by (WKUD)" & required
+ “Index # s required i ne 1

+ “Commodity Code" & required nne 1.
« "Amt- s required nne 1.

« “Description” & required i ne 1.

+ “Quantty" s requied i ne 1

« “Unif is required in Ine 1

« “Unit rice” i required nine 1.

+ “Total s required i ne 1.

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.

(800063580 1t changes are needed, check the box next to "Make changes fo payee address.’

= Address has been changed

@index ® commodity Code O Account Code:
Payee Hlame:
O Fund

FosenexanerSmn los10s | 6602200fce Supplies-RecycedEnvelopes |

@index ® commodity Code O Account Code:

Street Address:
OFuna

110 Main Street

@index ® commodity Code O Account Code:

Street Address, Line 2
OFuna

@index ® commodity Code O Account Code:

City, State, and Zip: Orun

Bowling Green KY 42101

@index ® commodity Code O Account Code:

[k changes to the payee name. Oruna

[k changes to the payee adaress.

[BF payment Authoizato.. | [ R [ atiached ... | 24 Documentl -Mrosof, e





Go down to the Description, Date, Invoice Number, and Credit Memo and enter a description of the expense, the date the expense occurred, and the invoice number or credit memo.

Then enter the quantity, unit- use the drop down box to select the correct unit of measure, and enter unit price
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cry, st ana e © commocty Code O Account Cose

Bowling Green KY 42101

® commodity Code O Account Code:
[k changes to the payee name.

[k changes to the payee adaress.

[7/15/08. Inv#1230

000

000

000

000

000

000

000

000

000

000

000

0.00|

0.00|
R
MNet Amount:| $ 0.00|

CERTIFICATION and AUTHORZATION FOR PAYHENT,

LT

Inereby certfy that the materials andior services detalled n this document and attachment thereto have been received and inspected, that the quaniies or services received
were as stated herein and thatthe condition was satisfactory except as ofherwise noted above.

Recommended for Payment by Phone. Date

Rpproved by

Prepared by (WKUID):

T Document1 -Mrosof, S Iternet Explorer




Press the Validate Form Button
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cry, st ana e © commocty Code O Account Cose

Bowling Green KY 42101

® commodity Code O Account Code:
[k changes to the payee name.

[k changes to the payee adaress.

Envelopes forVendormaiing 000

7115108, Inv#1230 000

000

000

000

000

000

000

000

000

000

000

Total Amount; 000

Less biscount:| § 0.00)
Net Amount:| s 000

CERTIFICATION and AUTHORZATION FOR PAYHENT,

Inereby certfy that the materials andior services detalled n this document and attachment thereto have been received and inspected, that the quaniies or services received
were as stated herein and thatthe condition was satisfactory except as ofherwise noted above.

Recommended for Payment by Phone. Date

Rpproved by

Prepared by (WKUDE  uame:

Pi7Start | € ® [ ° [ ament Authorizato... | (% Re: [Fuds atiacheds.. || Documenti.-Mirosof Inte



 

The Top and Bottom Totals do agree and they always should agree
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Payee Hlame:
Robert Alexander Smith

@index
OFuna

® commodity Code O Account Code:

103103

660220-Office Supplies - Recycled Envelopes

Street Address:
110 Main Street

@index
OFuna

® commodity Code O Account Code:

Street Address, Line 2

@index
OFuna

® commodiity Code

City, State, and Zip:
Bowling Green KY 42101

@index
OFuna

® commodiity Code

[k changes to the payee name.
[k changes to the payee adaress.

@index
OFuna

® commodiity Code

Description - Date - Invoice No.
Credit Memo

[Envelopes for Vendor mailing

[7/15/08. Inv#1230

s start € &k [ Payment Authorizato. [® Re: [Fud: attached s.

T Document1 -Mrosof, IntemetExplrer




Lets go back to the top of our form and see if we have anything left to complete before we print out the form:

Under Please Correct the Following note, “Prepared by (WKUID) is required, so scroll down to the bottom of the form and enter your 800#
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Payment Authorization - Western Kentucky U
WETRUCTIONS

Only one payes per document.

Form V45 must be attached for payment to ndividuals and companies for 1099 reportable payments.

‘Approved Contractor Status Form needed for Service for Indiviual.

Retain Departmental copy, send the other 2 copie o Accounts Payable for payment. (Minimum 48 hrs prior to when check s needed.)

Ifthe system generated ciizenship value s N or NR, refer the completed and approved payment authorization request form to the Tax Compliance Accountant - David
Lews.

PLEASE CORRECT THE FOLLOWING:
« “Prepared by (WKUD)" s required

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.
(800063580 if changes are needed, check the box next to "Make changes to payee address.”

e © commocty Code O Account Cose
Robert Alexander Smith

103103 ||| 660220-Office Supplies - Recycled Envelopes

oot nsdress: S= © commdityCode O Account Code.
110 Main Street Fund

@index ® commodiity Code

Street Address, Line 2
OFuna

iy, state ana Zip: g-—m © Commodity Code.
Bowling Green, KY 42101 Fund

@index ® commodiity Code

[k changes to the payee name. Oruna

[k changes to the payee adaress.

Description - Date - Invoice flo
Credit Memo

[Envelopes for Vendor mailing

[7/15/08. Inv#1230

[ Payment Authorizatio... | [ Ret [Fud: attacheds... | @ Documentl -Microsof. Internet Explorer




After entering your 800#, Press the Validate Form Button
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City, State, and Zip: Commodity Code

Bowling Green KY 42101

® commodity Code O Account Code:
[k changes to the payee name.

[k changes to the payee adaress.

Description - Date - Invoice No.
Credit Memo

[Envelopes for Vendor mailing

[7/15/08. Inv#1230

q
q
q
q
q
q
q
q
q
q
q
q

Total Amount;|

Less Discount

et Amount

CERTIFICATION and AUTHORZATION FOR PAYHENT,

Inereby certfy that the materials andior services detalled n this document and attachment thereto have been received and inspected, that the quaniies or services received
were as stated herein and thatthe condition was satisfactory except as ofherwise noted above.

Recommended for Payment by Phone. Date

Rpproved by

Prepared by (WKUID):

Pi7Start | € ® [ ° [ ament Authorizato... | (% Re: [Fuds atiacheds.. || Documenti.-Mirosof Internet Explorer




Prepared by Values will auto populate once the Validate Form button is pushed
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City, State, and Zip: Commodity Code

Bowling Green KY 42101

® commodity Code O Account Code:
[k changes to the payee name.

[k changes to the payee adaress.

Description - Date - Invoice No.
Credit Memo

[Envelopes for Vendor mailing

[7/15/08. Inv#1230

q
q
q
q
q
q
q
q
q
q
q
q

Total Amount;|

Less Discount

et Amount

CERTIFICATION and AUTHORZATION FOR PAYHENT,

Inereby certfy that the materials andior services detalled n this document and attachment thereto have been received and inspected, that the quaniies or services received
were as stated herein and thatthe condition was satisfactory except as ofherwise noted above.

Recommended for Payment by Phone. Date

Rpproved by

Prepared by (WKUID): Name: Department:
(800449760 Kimberly Rose Bradley. Purchasing and Accounts Payable

Pi7Start | € ® [ ° [ ament Authorizato... | (% Re: [Fuds atiacheds.. || Documenti.-Mirosof Inte




Check to see if there are any “Please Correct The Following” Messages at the top of the form, if not print out three copies of the form, retain one for your departmental copy and submit two to Accounts Payable along with back up documentation and the appropriate signatures.  One of the signatures must be the department head or person responsible for the Index or Fund listed.  (* if a Grant index is used, there will be an additional signature line for Grants Accounting, if Citizenship value of N or NR is generated, there will be an additional signature line for Tax Compliance , if Commodity Code 647000 is used, there will be an additional signature line for Controller, all tuition reimbursements should also be sent to the Controller’s office for approval)

****Use the Reset Form button located at the bottom of the form to start on a new PA – it is very important that you do this so a new PA#### will be assigned
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Payment Authorization - Western Kentucky U
WETRUCTIONS

Only one payes per document.
Form V45 must be attached for payment to ndividuals and companies for 1099 reportable payments.

‘Approved Contractor Status Form needed for Service for Indiviual.

Retain Departmental copy, send the other 2 copie o Accounts Payable for payment. (Minimum 48 hrs prior to when check s needed.)

Ifthe system generated ciizenship value s N or NR, refer the completed and approved payment authorization request form to the Tax Compliance Accountant - David
Lews.

Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.
(800063580 if changes are needed, check the box next to "Make changes to payee address.”

e © commocty Code O Account Cose

Robert Alexander Smith

103103 ||| 660220-Office Supplies - Recycled Envelopes

oot nsdress: S= © commdityCode O Account Code.
110 Main Street Fund

@index ® commodiity Code

Street Address, Line 2
OFuna

iy, state ana Zip: g-—m © Commodity Code.
Bowling Green, KY 42101 Fund

@index ® commodiity Code

[k changes to the payee name. Oruna

[k changes to the payee adaress.

Description - Date - Invoice flo
Credit Memo

[Envelopes for Vendor mailing

[7/15/08. Inv#1230

Pi7Start | € ® [ ° [ ament Authorizato... | (% Re: [Fuds atiacheds.. || Documenti.-Mirosof Internet Explorer




Using a SSN or Tax Payer Number

Enter the SSN (Social Security Number) or TIN (Tax Payer Identification Number) in Box 2 of the form
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Payment Authorization - Western Kentucky University

Only one payes per document

Lews.

Form V45 must be attached for payment to ndividuals and companies for 1099 reportable payments.
‘Approved Contractor Status Form needed for Service for Indiviual.

Retain Departmental copy, send the other 2 copie o Accounts Payable for payment. (Minimum 48 hrs prior to when check s needed.)

Ifthe system generated ciizenship value s N or NR, refer the completed and approved payment authorization request form to the Tax Compliance Accountant - David

WSTRUCTIONS

Payee WKUID Number:

401526377

- Mailing address will default when "Validate Form" s clicked.
if changes are needed, check the box next to "Make changes to payee address.”

® commodiity Code

® commodiity Code

Street Address, Line 2

® commodiity Code

City, State, and Zip:

® commodiity Code

[k changes to the payee name.
[k changes to the payee adaress.

® commodiity Code

TUUStart @ K E [ pamentutiorzato... | I8 Iond: et Fowd: (e || Documenti -Miroso Itemet Bxlorer €l MaosoftPonerpont




Press the Validate Form Button at the bottom of the form.  To add Payee Name and Address:

Click on the Make Changes to The Payee Name Box

Click on the Make Changes to The Payee Address Box
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Payee WKU D Number: - Mailing address will default when "Validate Form" s clicked.
if changes are needed, check the box next to "Make changes to payee address.”

® commodity Code O Account Code:

Street Address: ® commodity Code O Account Code:

Street Address, Line 2: ® commodity Code

City, State, and Zip: ® commodity Code

® commodiity Code
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Type in the Name and Address of the Payee and Click on the Validate Button
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Please follow instructions on pages 9 through 17 for entry of all other information and remember to click Validate Form to see if anything else is needed before printing.

If you have a new vendor and are using a SSN or TIN, please include the W9 as part of the backup documentation sent to Accounts Payable
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In this example I have used a grant index and the commodity code 647000- see how the additional signature lines are created for Grants Accounting and The Controller
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Using Banner Search for the 800#:

Type FTIIDEN in the GO TO Box in Banner and press Enter
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Once in FTIIDEN, , click the Vendor Box (1) to uncheck it, click on the All Box (2) to Check it, Go to the Last Name Box and enter either %BusinessName% or %Lastname% and F8 to complete query.  In the example below we will use a Business Name, Ikon
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Once you are sitting on the 800# you think is the correct one, go to Edit, Copy in order to copy the 800# to FTMVEND, click on the black X to exit this screen
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You are now in the FTMVEND Screen. Go To Edit, Paste to paste the 800# found in FTIIDEN
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Screen should now appear as below: go to the address tab to see if the payee address you have is listed in Banner, if not then check the new address box on the PA form and type the updated address on the form.
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An example of an individual in Banner:

Once in FTIIDEN, tab to Last Name Column and type %Last Name%, in example %Smith% (always capitalized the first letter of the search criteria), then tab to First Name Column and type %First ;Name% or %First Letter%, in example %Robert%, press F8 to search

Now you can see all the entries for Robert Smith in the Banner system, let say for this example we know the middle initial is A, so we will click on 800063580 and Go to Edit, Copy and click on the black X to exit
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We will then go to FTMVEND, CTRL PAGE DOWN and you will see that the information is populated in FTMVEND
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Control Page Down to see when the vendor was added to the system and a contact phone number and discount terms[image: image31.png]rosoft Internet Explorer
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Under the address tab, you can see if the current address is in the system, if not please click on the change of address box and fill in the new address.
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After PA is complete, go to file, print preview
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Set scale to 70% or 80% - check page 1 or # - should say 1 or 1 if printing on one page.   
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