
Vendor Approval Packet – Company & Individual (Needs Updating) 

1. Vendor packets are stored at the following location: Q:\AP-S\W9s\Vendor Packet to be 
processed. Review the vendor form to ensure that it is the correct version, dated 05-2015, and 
that it was completed in its entirety and it signed and dated. If the incorrect form is used or the 
form is missing information, contact the vendor via email and cc the department asking for a 
completed form. 

 

 

 

 



Note: If the Citizen Entity Status indicates anything other than a US entity, ad hoc approve the 
corresponding edoc to Tax & Compliance (10739). Move the vendor forms to: Q:\AP-S\W9s\Foreign 
Vendors 



2. Review the W9 to ensure it is completed in its entirety and signed and dated. If the form is 
missing information, contact the vendor via email and cc the department asking for a completed 
form. 

 

 

 

  



3. Verify the Name and TIN are correct using www.irs.gov 

 

 

4. Enter your Username and Password and click Login 

 

 

  

https://la2.www4.irs.gov/pub/rup_login_1?TYPE=33554433&REALMOID=06-3e42c2f4-1c41-0019-0000-25b0000025b0&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=lgjzN0Exzjjq7GXjaIQAtum2VjVbftpJfXjCX5EEznNQ6gB2VzGstn8fCh3KSapr&TARGET=-SM-%2fRUP%2fnewSelectPersonality%2f%3fTYPE%3d33554433%26REALMOID%3d06--42d3d179--ae36--0006--0000--4d5700004d57%26GUID%3d%26SMAUTHREASON%3d0%26METHOD%3dGET%26SMAGENTNAME%3dlgjzN0Exzjjq7GXjaIQAtum2VjVbftpJfXjCX5EEznNQ6gB2VzGstn8fCh3KSapr%26TARGET%3d--SM---%2fPORTAL----PROD-%2fCRM-%2fsignon-%2ehtml


5. Choose University of Connecticut and click Submit Selected Organization 

 

 

 

 

 
6. Click TIN Matching 

 

 
 

  



7. Click TIN matching again 
 

 

 
 

8. Click Accept 

 



 
 
 

9. Click Begin Interactive TIN Session 

 

 
 
 

10. Based on the W9 provided, change the TIN Type, Enter the SSN/EIN and Last Name or Business 
Name and Click Add 

 



 
11. Click Submit 

 

 
 
 

12. Review the Result Code. If the Result Code is “0”, “6”, “7”, or “8”, you can move to the next 
step. If the result code is anything other than the above, verify that you entered the information 
correctly. If the information was entered correctly and there is not a match to IRS records, 
contact the vendor to verify the information and request an updated W9. You cannot move 
forward until you receive the updated information.  

 



13. Using Visual Compliance, verify that the vendor is not debarred or has any compliance issues: 
https://www.visualcompliance.com/index.html. This search must be performed for Companies 
and Individuals. For detailed information on using Visual Compliance, please review the Visual 
Compliance Training Manual found at: Q:\AP\AP-PoliciesAndProcedures\AP_Vendor manuals 
 

 

 
 
 

14. If no issues are found, move to the next step. If a compliance report is found of the vendor, 
make not of the appropriate hold code to be added to the vendor profile. If you are unsure, 
consult with your supervisor 
 

 

  

https://www.visualcompliance.com/index.html


15. Perform a search for the vendor name on the most recent DRS List located at Q:\AP-S. If the 
vendor is found on the list, remember to add the DRS hold code 

 

 

 
 
 

16. Perform a search in KFS using the vendors TIN. If the vendor is found, disapprove the edoc citing 
the existing vendor number. If the vendor is not found, move to the next step 

 

Note: If the vendor is an individual (SSN), you must also check PeopleSoft and PDP 

17. To check PeopleSoft, perform a UC Search Match by the SSN.  
a. If there is a match and the vendor is being set up to receive a refund, reimbursement or 

is a candidate, use the PeopleSoft number as a search alias 
b. If there is a match and the vendor is being paid for services, search Genesys 

  



18. To check LDAP, click on the Administration Tab in KFS 

 

 

 

 

 

 

19. Click Person 

 

 

 

 

  



20. Enter the individual’s first and last name and click Search 

 

 

21. If there is a match and the vendor is being paid for a refund, reimbursement or is a candidate, 
disapprove the edoc and notify the department that they need to use the LDAP number for 
payment 

 

 

 

 
 
 

 

 

 
 

  



22. Using the information provided on the W9, verify the Vendor Name was typed correctly 

 

 

 

 

 

23. The Vendor Type should always be PO-Disbursement Voucher/Purchase Order.  
24. When reviewing the Is this a foreign vendor field: All foreign vendors should be referred to Tax 

& Compliance; all domestic vendors approved in Accounts Payable should be marked “No”  

 

 

 

 



25. Based on the W9, verify the TIN, the Tax Number Type and Ownership Type were entered 
correctly 

 

 
 

 

 

 

26. If, on the vendor form, the vendor indicated that they are any of the following categories or 
providing any of these services, change the Ownership Type Category appropriately 

a. UConn Student 
b. Legal Services 
c. Healthcare Services 
d. Entertainment 
e. Royalties 
f. State Employee 
g. UConn Employee 
h. Non UConn Student 
i. Affiliated Employee 
j. CT Cert-123 

 

 

 

  



27. Change W9 Received to “Yes’ and enter the W9 signed date as per the W9 

 

 

 

 

28. Choose yes or no to indicate if the vendor is debarred, based on the search results from Visual 
Compliance 

 

 

 

 

29. Standard Payment Terms are Net 45. If a department has entered different terms, do not 
change them 

 

 

  



 

30. Mark the Taxable Indicator accordingly 
a. Individuals should ALWAYS be marked reportable 
b. Corporations should NOT be marked reportable, unless they are providing 

Entertainment, Legal or Medical Services 
c. Governments should NOT be marked reportable, unless they are providing 

Entertainment, Legal or Medical Services 
d. Non-Profits should NOT be marked reportable, unless they are providing Entertainment, 

Legal or Medical Services 
e. Partnerships should ALWAYS be marked reportable 
f. Limited Liability Companies should ALWAYS be marked reportable, unless they are 

operating as a C Corporation or an S Corporation and are not providing Entertainment, 
Legal or Medical Services 

g. Federal Education and Education Institute should NOT be marked reportable, unless 
they are providing Entertainment, Legal or Medical Services 

h. Trust/Estates should NOT be marked reportable, unless they are providing 
Entertainment, Legal or Medical Services 

 

 

 

 

  



31. Add the appropriate vendor hold code 
a. A&E TAX – CT Athletic & Entertainment Tax; this should be added to vendors who are 

providing entertainment services or Athletic services i.e. referee or game officials, who 
do NOT live in CT. This should never be added to vendors whose W9 indicate a CT 
address 

b. AFFILTE – This is no longer being used 
c. CNDIDATE – If the vendor is a Candidate for employment at the University and being 

reimbursed for expenses 
d. DO NOT USE – As appropriate for existing vendors 
e. DRS – If the vendor is on the DRS Offset list 
f. IRS-LEVY – If the vendor is on IRS LEVY 
g. IRS-TIN – For existing vendors with Tax ID issue 
h. NONTAXABLE – CERT123 VENDOR NO TAX – Add to a vendor if they are operating in CT 

and are providing Hotel accommodations and/or food service 
i. NRA – Used by Tax & Compliance for Foreign Vendors 
j. NRAREIMB - Used by Tax & Compliance for Foreign Vendors 
k. OTHER – As appropriate 
l. REFUND – If the vendor is being set up for refunds only; no W9 required 
m. REIMONLY – If the vendor is receiving reimbursements only; no W9 required; also used 

for existing vendors who do not have a W9 on file and are reportable 
n. ROYAL – State employees can be paid royalties 
o. SPS – If a sanction report was found when using Visual Compliance 
p. ST-EMP – Use for state employees, UConn employees and state retirees 
q. STUDENT – This is no longer being used 
r. UC-STU – This is no longer being used for UConn students; if being paid for 

services/honorariums, do NOT create the vendor profile, they need to be paid via 
payroll 

s. W9 NEEDED – Used for existing vendors who do not have a W9 on file and are NOT 
reportable 

 

 

  



32. Verify that the default PO address is as per the W9. If the vendor has listed a second name on 
line 2 of the W9, add this as Address Line 1 as the DBA name. This should be added as Address 
Line 1 for all different addresses on the vendor profile and added as a Search Alias 

 

 

 

 

 

33. If the vendor form indicates Company/Individual Contact Information, add this in the Attention 
field. Verify the URL, Vendor Fax Number and Email Address as per the vendor form 

 

  



34. If the vendor form includes a different address in the Vendor Address field, verify that this was 
added as a second PO address. This should NOT be marked as the default. If this address was 
not added, go to the New Address section on the edoc, add the address information and click 
Add 

 

 

 

 

35. If the vendor form includes a Remit Address that is different than the PO address, go to the New 
Address section on the edoc, add the address information. This needs to be marked as the 
Default Remit Address. Click Add. Note: if the remit address listed on the vendor form is the 
same as the PO address, do not add as a remit address 

 

  



36. If the vendor has listed a second name on line 2 of the W9, (DBA Name) click on the Show 
button next to Search Alias  

 

 

 

 

37. Enter the DBA Name as the Search Alias and click Add. Be sure to type this exactly as it is listed 
on Address Line 1 

 

 

 

 

38. Click on the Show Button next to Vendor Phone Number 

 

 

  



39. Verify the phone number was entered correctly based on the vendor form 

 

 

 

 

 

40. If there is a phone number listed on the vendor form that was not added to the edoc, enter it 
and click Add 

 

 

 

 

41. Add a note indicating that IRS, DRS, DOL and debar checks have been done. If the vendor form 
and W9 contain an FEIN, attach the docs to the note and click Add 
 

 

 



42. Click Approve 

 

 

 

43. Click Yes 

 

 

 

 

44. Move the vendor form and W9 to: Q:\AP-S\W9s\Vendor Packet Final 


