VMR-VRO CHECKLIST
SETTING UP SOLE PROPRIETORSHIPS

Guideline Reference — VMR-VRO Guideline Sole Proprietorships

Navigation - Vendors>Vendor Setup/Maintenance>Vendor Information

Instructions -

1. Search the database to see if the vendor exists. If the vendor does not exist,
refer to VMR-VRO Checklist-How to Add New Vendors, using the same steps
below.

e Try all combinations of vendor names to guarantee the sole proprietorship
is not a duplicate: by TIN, owner’s name, or business name.

2. If the vendor already exists under the owner’s name or the business name, but
not both, follow these steps.

f A A 1 |
SetlD: SHARE __ Checkfor Duplicate_|
Vendor ID: MEXT

“Vendor Short Name:[/#MES DOUG
“Vendor Name 1: JANES DOUGH SHOR

Vendor Name 2: LM: DOE,JANE

‘Status: Approved |w *Classification: Supplier [
‘Persistence: Regular |8 HCM Class: h/
[IVAT Registration Registration  wAT Default WAT Service Treatment Setup
[“Iwithholding Expand All Collapse All
Open For Ordering
Vendor Relationships
O Corporate Vendor [CJmnterunit Vendor
Corporate SetlD: InterUnit Vendor ID: Q

Corporate Vendor ID:

Create Bill-To Custormer

[Jcreate Bill To Customer

» Short Name: The short name no longer defaults in. Users will now need to
complete this field with the first 10 digits of Name 1 (no punctuation).

> Name 1: Key the vendor's DBA Name (name of the business) here without
punctuation.

» Name 2: Key in the vendor’s legal name here without any punctuation other than
a comma after the last name and a colon after “LN”. Always include “LN:” before
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entering the name. The legal name could be an individual or company name.
The legal name should be provided to you by a W-9.

Addresses: Key in the address/addressees where the vendor would like
remittances, purchase orders, and bids to be sent to, as usual.

ldentifying Infarmation

Setin:  SHARE

Vendor: MEXT Short Vendor Name: Name:  JANES DOUGH SHOP

Find | *iew &1 First (4] 1 ot 1 [ Lagt

Address ID: 9
Description: [FARGO ND

Find | View a1l First [4] 1 ot 4 [M Last
Effective Date:  |06/23/2008
—
Country: USA L United States
Address 1:  |3233RDBTS

Address 2: |

Address 3: ‘

city: FARGO

County: Postal: 58103
State: MND L Morth Dakota

. Click on the Payment/Withholding Alt Names link and add the legal withholding
name in Name 1(legal name). In Name 2 key in the vendor’s business name.
DO NOT USE ‘PAYMENT ALTERNATE NAME’ FOR 1099 REPORTING.

~ PaymentMVithholding Alt Names
Payment Alternate name

Name 1: |

Name 2: |

Withholding Alternate name

Withholding Name 1: |DOE.JANE

Withholding Name 2: |[JANES DOUGH SHOP

. Save the vendor after the addresses are added.

. Go to the Location tab.

. Add a row to each of the location/locations that will be used for reportable
payments. Never add reporting to the following locations:

BIDS

1099-G

1099-S

VR Use Only locations

LOAN
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e GRANTS

7. Click on the 1099 link.

Withholding Vendor Information

SetlD: SHARE
Vendor ID: NEXT
Short Vendor Name:

Name 1:

Location: AN

Description:

1099 Options
1099 Information P
I main information T Gvaitities

1099 Reporting
Information

> Enter the required information:

Entity

Type
Jurisdiction
Default Class
1099 Status
Entity
Address

Tin Type

Taxpayer Identification
Number

8. Click OK.

This field will always be “IRS.”

This field will always be “1099”.

This field will always be ‘FED’.

Select the appropriate class to default into the voucher.
This field will always be ‘RPT’

This field will always be “IRS.”

Enter the number of the address you want the 1099 to
be mailed to. The default is Address 1. For new
vendors with only one address, this will suffice, but
make sure this field does not point to an address that
says “CHOOSE THE CORRECT LOCATION.”

Either “S” for social security number of “F” for federal
taxpayer ID

The vendor’s social security number or federal taxpayer
ID number. Enter this number without hyphens or

spaces.

9. Make sure that the withholding box on the Identifying Information tab is checked,

then do a final Save.

Feel free to contact the Vendor Registry Office at spovendor@nd.gov for any type of
help or guidance in entering vendor information. The Vendor Registry Office will
research the change, take the appropriate action and respond to your inquiry in a timely

manner.
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