.-13 N a

ProTracts Handout #5 1

Activating Vendor Steps

This document pulls the written instructions for entering vendor information and checking for active vendor from Appendix
B of the CSP 2018-1 Obligation Process document on SharePoint and adds illustrations to those instructions.

For an overview of how the SF1199A Direct Deposit form should be filled out, refer to Appendix A of the CSP 2018-1
Obligation Process document on SharePoint.

Prior to Activating a Vendor, NRCS State Office will have informed Field Offices of the applications that have been pre-
approved, they will have changed the application status in ProTracts to Pre-approved, and you will have sent a letter and a
SF-1199A Direct Deposit form to each pre-approved application. When the applicant has returned the SF-1199A Direct
Deposit form (or the alternative NRCS-FNM-60 Hardship EFT Waiver form), you are ready to active their vendor.
Activating the Vendor is the first step in obligating a contract. This step MUST be completed, and the vendor MUST be
active before any of the other obligation steps can be done.
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Before following the NRCS instructions below, you will Nkt G4zt et o8 Aprbentiees

need to open the application... O NRCS Conenatonserice 2
OPEN THE APPLICATION Tools | Applications Contracts Rates Form
1. Login to ProTracts (e-Authentication site) #Ac) Find an Application
2. Point to the APPLICATIONS tab on the yellow bar Welcq 7ddNew Application a Kc
3. Scroll down the list of options and highlight either Add Partial Land Transfer Application
FIND AN APPLICATION or MANAGE APPLICATIONS. Add CAET PLT Application
(If you know the application number, FIND AN T Vied Manage Applications
APPLICATION is a useful way to find it fast.) L — Application Maintenance

4. Left-click on MANAGE APPLICATIONS
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5. On the MANAGE APPLICATIONS screen, use the TR o T g e e e ey
drop-down menu to select the PROGRAM, and the —— "”‘V‘/
FISCAL YEAR (for CSP you also have to select the e : e i
SIGNUP NUMBER) as minimum filtering criteria. - o I p——-“
You can also use any of the other filtering criteria. o i L —
6. When you are done selecting your filtering criteria, o ‘ = .
click on the green GO button to open the list of your G mr O e S G
filtered applications. || o
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7. Once you have the list of your filtered applications, M’;’;g;”;;‘;“;m:“;;;w:;n;j; e T —
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https://www.eauth.usda.gov/Login/login.aspx?zone=z2&TYPE=33554433&REALMOID=06-1815884d-daec-4a8f-886b-50cd8574bfe4&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-ej8uT3IkwjeEv7swi%2bf8w0JfjGpCtUjKDdVxjvP9CM0lV%2fT6omC9rY2TbvMXKGZl8Qg5D6%2bxyqr92Bc%2bhhuGDEY5myrMzW5YEmxPyk2ZqMGDhnwxueZWY02f9TDeKEyF&TARGET=-SM-HTTPS%3a%2f%2fprotracts%2esc%2eegov%2eusda%2egov%2fPROTRACTS%2fLogin%2easpx%3fReturnUrl%3d-%2fprotracts-%2f

ENTER VENDOR INFORMATION

To enter or verify vendor data, complete the following:

a. Select Applicant Info in the application screen O NRCS tonnain e

b. Click on box to the left of the participant name to

C.

d.

Vendor data already exists for participant
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File Edit View Favorites Tools Help

Tools Applications Contracts Rates Forms Funds Repol
minutes if notactive. # Active Sessions:1

EQIP 2014 Application n

= Appication Applicant Info | Ranking | Delete Appicatiol

Program: EQIP 2014 Location: Spams}

Creek-Upper Macou

"‘P"""“&"_ 2018 Applicant: RHONDA KOEHNE
Signup
b 31972018

Land Enrolled
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| pad Pasticipant | View Eligibiity || Update Eligility | Vendarinko | Sm Cancal I Aty
active the Vendor Info button
/_,_ Manse: SHOMEA KODH
H Address: B3 BOX 99 Farticipast Ingvdsal Payment ther
Click the Vendor Info button “ Eﬁmﬁgﬂ Apphya As: share a: 105 gty "
Telephome: (217} 8272059 mﬁr | Maddicatons AD-1026: N
Emalk manakonehesdmad com FE Y
Farm ¥ Becksion Haker: g ~ Saatere. 7 puyments Act W
n-nh:! s ™ ubhmn e e Member AGE  100.00%
Transferes: m:rm[l"! " m Wendor Codes 10 VINDOS COOC “:::.": ¥ m
Limited Darect Depesit Waiver Type:  Hone
[T
Farmcr{Rancher:
Ueginaing 5 Date CPA-1202
Farmer{Rancher: - Sagnrdd:
Contract Participants and Vendors
KOEHHE - Decision Maker - ing Vendor
Vendor Vendor
H H - Status Request ID Number Payee Name
Determlne If' Vendor Pending 708185 RHONDA KOEHNE
1. Vendor data exist d to Step “e” bel [
. enaor atla exiIsts — prOCEE (0] ep e elow. Data EXlStS “The participant must have an active vendor record before
Assignments of Payment and Vendors
Assignment Vendors
Status  Vendor Number Payee Name Assigni|
Assignments of Payment (There are no aclive assignment
Contract Participants and Vendors
KOEHHE - Decision Maker - ing Vendor
wn
2. NO VendOf data - proceed tO Step | beIOW. *The participant must have an active vendor record befo
Assignments of Payment and Vendors
Assignment Vendors
No Vendor Status _Vendor Number PayeeName  Assis
natﬂ Assignments of Payment (There are no active assignme|
Order Vendor Number A
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e. Click on the vendor data (the line will highlight YellOW) | <o erscres s sensors e
f. Click on Edit Vendor RHOHOA KOEHN: - ecion Hoker - bl Vendor -
g. Verify all data and make any necessary corrections i ronts T teo e \ e it e
h. Proceed to Step “m” below to ensure the Vendor Code | e e n“"

status is showing properly in Applicant Info



Exhibit 7: Activating Vendor Steps

No Vendor Data for Participant

i. Click on the participant’s name and highlight the line

ﬂ\" New Vendor H

New Assignment Vendor |

Contract Participants and Vendors

yellow, this will activate the New Vendor button.

j. Click on New Vendor and enter direct deposit data using
a completed SF-1199A form.
1. Vendor name - the name for the individual or entity

Assignments of Payment and Vendors

Assignment Vendors
Status _Vendor Number

Order Vendor Humber

Payee Name

RHONDA KOEHNE - Decision Maker - Obligating \l'endurt

“The participant must have an active vendor record before an obligation can be processed for t

\ﬂ.

Assignor _ Address Gty State Country  Zip(

Assignments of Payment (There are no active assignments of payment)

Assignor

Assignee

exactly as it appears on their tax returns.
2. Vendor address — address where the IRS form 1099
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will be mailed. Also, if a hardship waiver, where the
check will be mailed.

3. Direct deposit - enter information for account type,
routing number and account number.

k. Click Request Vendor Code and OK on Message box—
Close the Contract Participants and Vendors window.
Initially the vendor code will have a Pending status, and
it will take a few days for the vendor to become Active.

I.  After a few days, proceed to Step “m” below to ensure
the Vendor Code status is showing properly in
Applicant Info.

CHECK To SEE IF VENDOR IS ACTIVE

Follow Steps 1-7 above to open the application and Step a. of Enter Vendor Information above to open the

Applicant Info screen.

Incorrect

Vendor Code Status
m. Ensure the Vendor Code status is “Active” and Direct

Vendor Code: MO VENDOR CODE

Direct Deposit: [~

Deposit is checked in the Applicant Info screen, otherwise
applications cannot be “Approved”. For hardship waivers,
the Vendor Code status is “Active” and the Direct Deposit
is not checked. If not showing correctly, do the following:

Vendor Code: Active

Direct Deposit: [+

1. In Applicant Info, click on box to the left of the
participant name.

2. Click the Vendor Info button

3. Click on the vendor data (the line will
highlight yellow). The selected vendor
code will be linked to this contract.

4. Then click OK.

Click Save on the Applicant Info screen

6. When the user returns to the Applicant
Info screen, the data should be populated
correctly.

g

e sencnrons
m i

Ve Vendor
Status RequestID Number
Active
“The participant must have an

Ass

Assignment Vendors
Status _ Vendor Number
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Add Pasticipant View Eligibifty || Update Eligiity || Vendor Info Fave 7 || Cancel Appdy
Address: BRI BOX 59 Participant. Indnedsal Payment [0 oo Other o
ROGEHOUSL Applying As: Share %o & Uity
Telephome: (217} 8272059 mhr | fllons AD-1026: N
Emaik manaioneheadfomal. com FTE ¥
Farm ¥ Deckion Maker: (g - \q-ll:: oyl AGH
Mwunnl s ™ ubbmon Yes e Member AGE  100.80%
Transferee: Other Program [T  Vendor Codes 11 TMD0S 20K (mrment v T
Limated Dwrect Deposit: Waiver Type:  Hone

Cancel
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Contract Participants and Vendors

JAMES D BELLM - Decision Maker - Obligating Vendor

Payee Name

active vendor record before in be processed for the contract.

ignments of Payment and Vendors
Address Gty State Country  ZipCode  Deposit Account

Payee Name Assignor

Assignments of Payment (There are

no active assignments of payment)
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Resolving a Rejected Vendor

" Edit Vendor [ Cancet |

To view the reason for a rejected vendor code is  i———
. . . RHONDA KDEHNE - Decision Maker - Obligating Vendor
go into Edit Vendor and view the Vendor e Lo A P ity ST et
Lo . i e — eeat e |
ReJeCtIon Informatlon below the DepOSIt “The participant must have an active vendor record Mhlh(ln be processed for the confract.
|nf0|"mati0n SeCtion. .llsuqnmen.l-nnl.nmm-.manﬂvr.Mnm

Vendor Rejection Information
TIN Match Failure

Depout infoemation
# Direct Depouit ts Accoust Type | Checking . Saviegs
Bank Infarmation: Howting Pusbes: Bcxrmnt Wambes.
Dienct Depeosit Waivew
Watver information: Warver Eeasen: ~

Varder Bejecsion isormaten

To resolve problems, verify the following with the participant:

e The SSN or Tax ID is correctly entered into FSA’s Business Partner application.

e The vendor name must be the business name or individual’s name that is on-file with the IRS. The
name entered for the vendor name must match the IRS database exactly. The following are tips for
ensuring the vendor name is correctly entered:

i. Have the participant verify spelling. It might be helpful to obtain a document sent by the IRS to
the participant to see the name used by the IRS or a copy of the applicant’s 1040 form.

ii. Use exact names, no nicknames, and legal names only. For example, J Randall Smith is not the
same as James R Smith.

iii. Use exact version of name, especially business names, registered with the IRS including the same
abbreviations for Corporation, LLC, etc.

iv. Use punctuation judiciously. The IRS database has no punctuation.

v. There is a 26 character limitation in the NFC database and vendor record. If the name won’t fit in
a 26 character name field then it should overflow into the address1 field.

Process for re-submitting rejected vendors. Users should not continually resubmit a rejected vendor without
following the above guidelines.

If the initial vendor request rejects, contact the participant and verify the information (following the
information above). Make needed adjustments and re-submit the vendor.
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