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Vendor Processing
12. Type the vendor’s phone number in the PHONE field if applicable.

If the vendor has a toll-free number, type that number in the PHONE field and the 
vendor’s regular phone number in the OPT ADDR 1 field.

13. Type the vendor’s state in the STATE CODE field.

14. Type the vendor’s zip code (including the “plus 4” zip) in the POSTAL CODE field.

15. Type additional vendor information in the OPT ADDR 1 and OPT ADDR 2 fields.  Addi-
tional information might include:

• Second phone number
• Company status

16. Type your name, phone number, and agency in the OPT ADDR 2 field to provide addi-
tional information identifying the person submitting the vendor request.

Example:  Jane – 828-358-3546 @ DOJ/JA 

17. Type the contact person’s name in the CONTACT field.

18. Press J to add the vendor.

19. If the vendor has been entered correctly, the system validates the entry.  The following 
message is displayed: VENDOR HAS BEEN ADDED TO THE SYSTEM. HIT ENTER!

20. Press J to send your request to the OSC.
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After accessing the Accounts Payable module:

1. Type VSL in the NEXT FUNCTION field and press J to access the Vendor Short Name 
Lookup (VSL) screen.

2. Type VADD in the PAY ENTITY field.

3. Type the Julian date of your request and “@”  (e.g., 254@) in the SHORT NAME field 
and press J to display the vendors you have requested to be added.

4. Type VSU in the ACTIVITY field of the requested vendor and press J to access the Ven-
dor Setup (VSU) screen.

5. Type C in the REQUEST field and press J to indicate that you are changing information 
about the vendor.

6. Type the changed information over the existing information for all fields that need to be 
corrected.

7. Type your name, phone number, and agency in the OPT ADDR 2 field to provide addi-
tional information identifying the person submitting the change request.

Example:  Jane – 828-358-3546 @ DOJ/JA

8. Press J to complete the change request.

Procedure 2: Requesting the Change of a Trade Vendor 
Before It Has Been Added
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If the vendor cannot be found under the paying entity VADD or vendor information 
needs to be changed, this procedure should be used.

After accessing the Accounts Payable module:

1. Type VSL in the NEXT FUNCTION field and press J to access the Vendor Short Name 
Lookup (VSL) screen.

2. Type your paying entity (XXPT) in the PAY ENTITY field.

3. Type part of the vendor name followed by the @ symbol in the SHORT NAME field and 
press J to display the vendors you have requested starting with those letters.

4. Type VSU in the ACTIVITY field of the requested vendor and press J to access the Ven-
dor Setup (VSU) screen.

5. Type CHGE over your paying entity in the PAY ENTITY field to indicate a change to the file.

6. Type the name of the vendor in the VENDOR NAME  field.

7. Type any new or changed information over the existing information for all fields that 
need to be corrected or changed.  Type the changed information in the correct fields.

• New or changed information may include:
- phone numbers
- zip codes (including the “plus 4” zip)
- contact information

8. Type your name, phone number, and agency in the OPT ADDR 2 field to provide addi-
tional information identifying the person submitting the change request.

Example:  Jane – 828-358-3546 @ DOJ/JA 

9. Press J to process the change request.  The system displays the following message:  
VENDOR HAS BEEN ADDED TO THE SYSTEM.  HIT ENTER!

10. Press J again to complete the change request.

If the vendor’s address, company name, or federal tax ID number needs to be 
changed, please submit the change as a VADD pay entity.

Procedure 3: Requesting the Change of a Trade Vendor
After It Has Been Added
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Before entering a travel advance or employee reimbursement, check the 
Employee Vendor File to see if the vendor exists.

After accessing the Accounts Payable module:

1. Type VSL in the NEXT FUNCTION field and press J to access the Vendor Short Name 
Lookup (VSL) screen.

2. Type your employee paying entity (XXPE) in the PAY ENTITY field.

3. Type part of an employee name followed by the @ symbol in the SHORT NAME field 
and press J to view the VSL screen.  (Enter the last name first, e.g., millermike@.)

The symbol “@” allows you to type part of an employee name to access all 
employees beginning with the specified letters.

4. Type VSU in the NEXT FUNCTION field if a vendor is not listed on the VSL screen.

5. Press J to access the Vendor Setup (VSU) screen and to request the addition of an 
employee as a vendor.

6. Type your employee paying entity (XXPE) in the PAY ENTITY field.

7. Type the employee’s social security number in the VENDOR NO field.  (Do not type the 
hyphens.)

8. Type the employee’s name in the VENDOR NAME field.

9. Type E in the VENDOR TYPE field to indicate that this is an employee vendor. 

10. Type the employee’s last name and first name in the SHORT NAME field. (Do not type 
any spaces between the names.)

11. Type the employee’s address in the ADDR LINE 2 and ADDR LINE 3 fields of the REMIT TO 
section.  ADDR LINE 3 is always the city (e.g., Raleigh.)

12. Type the phone number in the PHONE field.

13. Type the employee’s state in the STATE CODE field.

14. Type the employee’s zip code (including the “plus 4” zip) in the POSTAL CODE field.

15. Press J to complete the entry and clear the screen.

If the employee vendor has been entered correctly, the system validates the entry.

16. Type g in the REQUEST field and press J to display the vendor record.

Procedure 4: Adding an Employee Vendor
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17. Type VGN in the NEXT FUNCTION field and press J to access the Vendor General Infor-
mation (VGN) screen.

18. Type today’s date in the VEND ADD field to track the date of the addition of the vendor to 
the system.

19. Press J to process the VGN screen.

20. Type g in the REQUEST field and press J to display the vendor record.

21. Type VPN in the NEXT FUNCTION field and press J to access the Vendor Payable Infor-
mation (VPN) screen.

22. Type the employee’s federal tax ID number in the TAX ID NUMBER field and press J to 
complete the entry.
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After accessing the Accounts Payable module:

1. Type VSL in the NEXT FUNCTION field and press J to access the Vendor Short Name 
Lookup (VSL) screen.

2. Type your employee paying entity (XXPE) in the PAY ENTITY field.

3. Type part of an employee name followed by the @ symbol in the SHORT NAME field 
and press J to view the VSL screen.  (Enter the last name first, e.g., millermike@.)

The symbol “@” allows you to type part of an employee name to access all 
employees beginning with the specified letters.

4. Type VSU in the ACTIVITY field of the requested vendor and press J to access the Ven-
dor Setup (VSU) screen.

5. Type C in the REQUEST field and press J to indicate that you are changing information 
about the employee vendor.

6. Type the employee’s short name in the SHORT NAME field and press J.

7. Type the changed information over the existing information for all fields needed to be 
corrected.

8. Press J to complete the change request.

Procedure 5: Changing an Employee Vendor
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Non-trade vendors are not shared with any other agencies.

After accessing the Accounts Payable module:

1. Type VSU in the NEXT FUNCTION field and press J to access the Vendor Setup (VSU) 
screen.

2. Type the non-trade paying entity (XXPN) in the PAY ENTITY field.

Your agency and OSC determines the non-trade paying entity code.

3. Type the vendor’s federal ID number or the social security number in the VENDOR NO 
field.  (Do not type the hyphens.)

4. Type the vendor’s group letter in the GROUP field, if applicable.

5. Type the vendor’s name in the VENDOR NAME field.

6. Type D in the VENDOR TYPE field to indicate that this is a direct vendor.

7. Type the vendor name in the SHORT NAME field.  (Do not type any spaces between the 
names.)

8. Type the vendor’s street address in the ADDR LINE 2 field of the REMIT TO section.

9. Type the vendor’s phone number in the PHONE field.

10. Type the vendor’s city in the ADDR LINE 3 field of the REMIT TO section.

11. Type the vendor’s state in the STATE CODE field.

12. Type the vendor’s zip code (including the “plus 4” zip) in the POSTAL CODE field.

13. Type a contact name at the vendor’s company in the CONTACT field.

14. Press J to add this vendor to your non-trade paying entity and to clear the screen.

15. Type g in the REQUEST field and press J to display the vendor record.

16. Type VGN in the NEXT FUNCTION field and press J to access the Vendor General Infor-
mation (VGN) screen.

17. Type today’s date in the VEND ADD field to track the date of the addition of the vendor to 
the system.

18. Press J to process the VGN screen.

Procedure 6: Adding a Non-Trade Vendor
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19. Type g in the REQUEST field and press J to display the vendor record.

20. Type VPN in the NEXT FUNCTION field and press J to access the Vendor Payable Infor-
mation (VPN) screen.

21. Type the vendor’s tax identification number (TIN) in the TAX ID NUMBER field to add the 
tax ID number.

If there is no TIN in this field and this vendor has a 1099 transaction, an automatic 
30% is withheld from that transaction.

22. Press J to add the vendor as a non-trade vendor.
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After accessing the Accounts Payable module:

1. Type TNL in the NEXT FUNCTION field and press J to access the 1099 Codes List (TNL) 
screen.

2. Press J to view the 1099 codes.  Scroll down the list until you find the correct 1099 
code for the vendor.  (For example, M7 identifies the vendor as a miscellaneous non-
employee compensation vendor.)

3. Type VPN in the NEXT FUNCTION field and press J to access the Vendor Payable Infor-
mation (VPN) screen.

4. Type the non-trade paying entity (XXPT) in the PAY ENTITY field.

5. Type the vendor’s short name@ in the SHORT NAME field.

6. Type the vendor’s social security number or federal ID number in the TAX ID NUMBER 
field.

7. Type the valid 1099 code in the 1099 CODE field.  You could also type NO in this field.

Typing NO in the 1099 CODE field alerts the AP clerk of possible 1099 transac-
tions.  It is then the clerk’s responsibility to determine the appropriate 1099 code 
for each transactions.

8. Press J to process the information.

Procedure 7: Designating a Non-Trade 1099 Vendor
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This procedure outlines the steps for setting up the vendor for backup withholding. How-
ever, a 1099 code is still required on all invoice lines subject to backup withholding.

1. Type VPN in the NEXT FUNCTION field and press J to access the Vendor Payable Infor-
mation (VPN) screen.

2. Type XXPN in the PAY ENTITY field.

3. Type the vendor’s federal ID number or the social security number in the VENDOR NO. 
field.

4. Type C in the REQUEST field and press J to indicate that you are changing information 
about the vendor.

5. Type yesterday’s date in the in the TAX ID EXPIRATION DATE field.

6. Type the appropriate percentage in the 1099 WITHHOLDING RATE field.

To withhold federal taxes only, type 28.00.  To withhold state taxes only, type 4.00.  
To withhold both state and federal, type 32.00.

7. Press J to complete entry and process the changes.

8. Type g in the REQUEST field and press J to display the vendor record.

9. Type VDD in the NEXT FUNCTION field and press J to access the Vendor Default Distri-
bution (VDD) screen.

10. Type the appropriate withholding indicator in the 1099 WITHHOLD field and press J to 
complete the entry.

If you are withholding federal taxes only, type 950 in the 1099 WITHHOLD field.  If 
you are withholding state taxes only, type 951 in the 1099 WITHHOLD field.  If you 
are withholding both state and federal taxes, type 952 in the 1099 WITHHOLD field.  
This indicator controls the accounts to which the withheld amount is posted.

Procedure 8: Setting Up a Non-trade Vendor for 
Withholding
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After accessing the Accounts Payable module:

1. Type your pay entity in the PAY ENTITY field.

2. Type the vendor number in the VENDOR NUMBER field.

3. If necessary, type the vendor group number in the GROUP field.

4. Type usck, for US check, in the PAYMENT METHOD field.

The payment method for the VPY screen is always usck.

5. Type the individual’s account number in the ACCOUNT NUMBER field.

6. Type the individual’s name on the account in the ACCOUNT NAME field.

7. Type the bank routing number in the BANK ROUTING NUMBER field.

8. Type the name of the bank in the NAME LINE 1 field.

9. Type y in the SAVINGS ACCT field to indicate the electronic deposit is to go to the individ-
ual’s savings account.

N is the default for the SAVINGS ACCT field.  If the electronic deposit is to go to an 
account other than savings, leave this field blank to allow the N to default.

10. Type the desired option for receipt of confimation in the first (one character) blank in the 
E PAY INFO field.

11. Type either a fax number or an e-mail address in the second blank in the E PAY INFO field.

12. Press J to process the E payment set-up request.

Procedure 9: Adding a Vendor on the VPY Screen

The options for the E PAY INFO field are as follows:

F Fax
E E-mail
I Inactivate

The E-mail option is preferred by the OSC.
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Follow these steps to access HELP for the current screen:

1. Type help or ? in the ACTION field.

2. Press J to access the Help screen.

The system displays the first pages of Help text available for the screen and posi-
tions the cursor at this message:  “ENTER NEXT PAGE NO. BLANK (NEXT 
PAGE) ‘END’ TO TERMINATE HELP”.

3. To view the next page of help text, press J.

4. To view a specific page, type the page number in the BLANK (NEXT PAGE) field and press 
J.

5. To exit Help, type end in the BLANK (NEXT PAGE) field and press J to return to the 
screen.

Procedure 10: How to Get HELP
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The practice region resides in the “O” CICS region (SCCOCICS, CICSSCCO).  To 
obtain practice region operator IDs or any other information regarding this region, 
contact your agency’s NCAS System Administrator or Training Coordinator.

After the CICS region banner is displayed:

1. Type your RACF ID in the USERID field.

2. Ignore the BILL-CDE field.  (Nothing needs to be entered in this field.)

3. TAB twice and type your password in the PASSWORD field.

4. Press J.

5. On the blank screen, type msas and press J.

Once the NCAS screen is displayed:

6. Type your assigned user ID in the OPERATOR ID field.   (You may obtain a user ID from 
your Agency System Administrator or Training Coordinator.)

7. Type password in the PASSWORD field (do not change the password).

8. Press J.

Procedure 11: Accessing the Practice Region
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Complete the NCAS Backup Withholding form and forward to the OSC Help Desk.

Before entering any invoices, you must first check the Statewide Trade Vendor 
File to see if the vendor exists.  If it does not, then you must request the Office of 
State Controller to add the vendor to the file.

After accessing the Accounts Payable module:

1. If the vendor is not listed on the VSL screen, type VSU in the NEXT FUNCTION field and 
press J to access the Vendor Setup (VSU) screen to request the addition of a NRA 
trade vendor.

2. Type VADD in the PAY ENTITY field.  VADD stores vendor names temporarily until they can 
be added to the Statewide Trade Vendor File.

3. Type the word foreign in the VENDOR NO field.

When a NRA vendor is added to the NCAS, they will not have a standard tax iden-
tification number (TIN) as do US vendors.

4. Type the vendor name in the VENDOR NAME field.

5. Type a valid vendor type code in the VENDOR TYPE field.

The following types are valid codes:
D =  Direct vendor (no purchase order issued)
M =  Matching vendor

6. Type the vendor’s fax number in the FAX field, if available.

This field is not required.

7. Type the vendor’s phone number in the PHONE field in the REMIT TO section of the 
screen.

8. Type the vendor’s address (PO box or street address) in the ADDR LINE 2 field.

9. Type the correct state code in the STATE CODE field.

If this address is located outside the US, leave this field blank.

10. Type the correct code in the VAL field

For US addresses, type a Y.  For foreign addresses, type an N.

11. Type the vendor’s city in the ADDR LINE 3 field of the REMIT TO section.

If the address is located outside of the US, type the city name, province (if applica-
ble) and nation in the ADDR LINE 3 field of the REMIT TO section.

Procedure 12: Adding a Trade NRA Vendor
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12. Type the postal code (zip) in the POSTAL CODE field.

13. Type the message VENDOR IS A NON RESIDENT ALIEN in the OPT ADDR 1 or OPT 
ADDR 2 field to notify the OSC Help Desk that the VGN and VPN screens need to be com-
pleted to begin the withholding for this trade vendor.

14. Press J.  The following message is displayed on your screen: VENDOR HAS BEEN 
ADDED TO THE SYSTEM.  HIT ENTER!!!

15. Press J to send your request to the OSC Help Desk for further processing.
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When a NRA vendor is added as a non-trade vendor, the addition is similar to adding a 
trade vendor, except that the agency is responsible for completing the withholding infor-
mation required for the NRA.  The agency must complete the information for non-trade 
vendors in the same manner that the OSC does for trade vendors.  Non-trade vendors are 
not shared with other agencies.

After accessing the Accounts Payable module:

1. Type VSU in the NEXT FUNCTION field and press J to access the Vendor Setup (VSU) 
screen to add a NRA non-trade vendor.

2. Type the non-trade paying entity (XXPN) in the PAY ENTITY field.

3. Type the numbering scheme utilized by your agency for non-trade NRA vendors in the 
VENDOR NO field.

When a NRA vendor is added to the NCAS they will not have a standard tax iden-
tification number (TIN) as our US vendors.  The OSC suggests using a ten-digit 
numbering scheme such as FOR0000001, FOR0000002, etc.

4. Type the vendor group number in the GROUP field.

5. Type the vendor’s name in the VENDOR NAME field.

6. Type D in the VENDOR TYPE field to indicate that this is a direct vendor.

7. Type the vendor name in the SHORT NAME field. (Do not type any spaces between the 
names.)

For an individual, type the last name first.

8. Type the vendor’s fax number in the FAX field, if available.

This field is not required.

9. Type the vendor’s phone number in the PHONE field.

10. Type the vendor’s address (PO box or street address) in the ADDR LINE 2 field of the 
REMIT TO section.

11. Type the correct state code in the STATE CODE field.

If the address is located outside the US, leave this field blank.

12. Type the correct validation code in the VAL field.

For US addresses, type a Y.  For foreign addresses, type an N.

Procedure 13: Adding a Non-Trade NRA Vendor
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13. Type the vendor’s city in the ADDR LINE 3 field of the REMIT TO section.

If the address is located outside of the US, type the city name, province (if appli-
cable) and nation in the ADDR LINE 3 field of the REMIT TO section.

14. Type the postal code (zip) in the POSTAL CODE field.

15. Type a contact name at the vendor’s company in the CONTACT field.

16. Press J to add this vendor to your non-trade paying entity and to clear the screen.

Agencies may be required to report expenditures with vendors by county.  If you know the 
county, you can locate the corresponding code on the Description Table (DTL) screen.  Once 
you have located the appropriate code, access the Vendor General Information (VGN) screen to 
add the code.

17. Type g in the REQUEST field and press J to display the vendor record.

18. Type VGN in the NEXT FUNCTION field and press J to access the Vendor General Infor-
mation (VGN) screen.

19. Type today’s date in the VEND ADD field to track the date of the addition of the vendor to 
the system.

This date must be entered in MM/DD/YYY format.

20. Press J to process the VGN screen.

21. Type g in the REQUEST field and press J to display the vendor record.

22. Type VPN in the NEXT FUNCTION field and press J to access the Vendor Payable Infor-
mation (VPN) screen.

23. To initiate withholding for a non-trade vendor, type yesterday’s date in the TAX ID EXPIRA-
TION DATE field.

This date must be entered in MM/DD/YYYY format.

24. Type 30.00 in the 1099 WITHHOLDING RATE field.

This is the rate (30%) for NRA withholding.

25. Type the 1099 code in the 1099 CODE field.

The code for NRA withholding is NR.

26. Press J to process the VPN screen.

27. Type g in the REQUEST field and press J to display the vendor record.

28. Type VDD in the NEXT FUNCTION field and press J to access the Vendor Default Distri-
bution (VDD) screen.
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29. Type the appropriate mini-chart indicator in the 1099 WITHHOLD field.

The mini-chart indicator determines how the accounting entries will post.  The indi-
cator for NRA withholding is 953.

30. Press J to process the VDD screen.
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Processing NRA withholding in the NCAS is similar to both State and Federal backup with-
holding.  NRA withholding requires that the Vendor Payable Information (VPN) screen and 
the Vendor Default Distribution (VDD) screen be set up.  The only differences are the with-
holding rates and the mini-chart indicators.

After accessing the Accounts Payable module:

1. Type VPN in the NEXT FUNCTION field and press J to access the Vendor Payable Infor-
mation (VPN) screen.

2. Type XXPN in the PAY ENTITY field.

3. Type the vendor’s number in the VENDOR NUMBER field (if it does not default.)

4. Type the vendor’s group in the GROUP field, if applicable.  (Do NOT press J here!)

5. Type yesterday’s date in the TAX ID EXPIRATION DATE field.

6. Type the appropriate percentage in the 1099 WITHHOLDING RATE field.

To withhold NRA taxes only, type 30.00.

7. Type the NR code in the 1099 CODE field.

8. Press J to complete the entry and process the changes.

9. Type g in the REQUEST field and press J to display the vendor record.

10. Type VDD in the NEXT FUNCTION field and press J to access the Vendor Default Distri-
bution (VDD) screen.

11. Type the appropriate withholding indicator in the 1099 WITHHOLD field.

If you are withholding NRA taxes, type 953 in the 1099 WITHHOLD field.  This indi-
cator controls the accounts to which the withheld amount is posted.

12. Press J to complete the entry.

Procedure 14: Setting Up a NRA Vendor for Withholding
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After accessing the Accounts Payable module:

After completing the Control Document Entry (CDE) screen and accessing the Invoice 
Worksheet 1 (IWS-1T) screen:

1. Type the invoice number in the INVOICE NUMBER field.

2. Type the invoice date in the DATE field.

This date is used to determine the payment due date based on the payment terms 
code.

3. Type the vendor short name@ in the VENDOR SHORT NM field and press J.

If you access the Vendor Setup (VSL) screen, select the appropriate vendor.  Type 
R in the ACTIVITY field and press J to return to the IWS-1T screen.

4. If any messages display, read the messages and press J to override the messages and 
continue entering the invoice.

5. Verify that the appropriate payment terms have defaulted into the TERMS CODE field.  
Update this field if necessary.

You can access the Payment Terms Code List (PTL) screen to obtain a list of pay-
ment terms and their corresponding codes.

6. Type BACK in the NEXT FUNCTION field and press J to return to the IWS-1T screen.

7. To add a remit message to the check, access the Remit Message List (RML) screen by 
typing RML in the NEXT FUNCTION field and pressing J (or enter the message directly on 
the IWS-1T screen and press J. Then skip to Step 11.)

8. Type your paying entity (XXPT) in the PAY ENTITY field and press J to review the remit 
message.

9. Once you have located the appropriate message on the RML screen, type R in the NEXT 
FUNCTION field and press J to return to the IWS-IT screen.

10. Type the three-character code that corresponds to the message in the first (small) REMIT 
MSG field.

11. At the 0001 line, type the first line total amount in the AMOUNT/PERCENT field to indicate 
the amount of the first line of the invoice.

12. Type your company number in the CO field.

Procedure 15A: Processing a 1099 Applicable NRA Payment 
(Direct Invoice)
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13. Type the account number in the ACCOUNT field.

14. Type the center number in the CENTER field.

If there is only one line of expense, proceed to the next step. If there is more than one line of 
expense, repeat Steps 11 through 14 and then proceed with Step 15.

Once the NRA vendor has been setup for withholding a1099 code of NR should default automat-
ically to the 99 field.  

15. Ensure that all payments to NRA’s are coded with the NR 1099 code so withholding will 
occur.  Otherwise, override the 1099 code with the appropriate code from the TNL 
screen.

16. Type TNL in the NEXT FUNCTION field and press J to access the 1099 Codes List (TNL) 
screen.

17. Press J to view the 1099 codes. Scroll down to locate the correct 1099 code to pro-
cess the invoice line.

18. Type R in the NEXT FUNCTION field and press J to return to the Invoice Worksheet 
1(IWS-IT) screen.

19. Type the total invoice amount in the GROSS AMOUNT field.

20. Type next or N in the REQUEST field and press J to balance the document.
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After accessing the Accounts Payable module:

After completing the Control Document Entry (CDE) screen and accessing the Invoice 
Matching (IMP) screen:

1. Type the invoice number in the INVOICE NUMBER field.

2. Type the invoice date in the DATE field.

This date is used to determine the payment due date based on the payment terms 
code.

3. Type part of a vendor name@ in the VENDOR SHORT NAME field.

If you know the vendor number, type the vendor and group number in the VEN-
DOR NUMBER field and press J to return the vendor number and address to the 
IMP screen. Then skip to step 8.

4. Press J to return the vendor number and address to the IMP screen.

If the short name is unique to a vendor, the vendor name and address are 
returned to the IMP screen. In this case, skip to Step 8.  If the short name is not 
unique to a vendor name and address, the Vendor Short Name List (VSL) screen 
is displayed with a list of all vendors that match the requested short name.

5. Type B in the ADDRESS TYPE field to display both the order-from and the remit-to address.

6. Press J to scroll through the list until you locate the required vendor.

7. Type R in the ACTIVITY field for the required vendor and press J to return the vendor 
number and address to the IMP screen.

8. To verify that the correct vendor name and address have been returned to the IMP 
screen, type VRS in the NEXT FUNCTION field and press J to access the Remit to Vendor 
Setup (VRS) screen. The VRS screen displays detailed information about the vendor.

9. Type R in the NEXT FUNCTION field and press J to return to the Invoice Matching (IMP) 
screen.

10. Type the buying entity (XXBG) in the PO BUY ENTITY field.

11. Type the purchase order number in the PO NUMBER field and press J to process the 
information.

12. If a PO is not referenced, type F in the REQUEST field and press J to access the PO 
Finder (POF) screen.

Procedure 15B: Processing a 1099 Applicable NRA Payment 
(Matched Invoice)
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The POF screen lists open purchase orders by vendor within a buying entity.

13. View the listed purchase orders and the corresponding purchase order.  Type S in the 
SEL field next to the required PO and press J to access the Invoice Matching (IMP) 
screen. The purchase order information defaults from the POF screen.

14. Verify that the payment terms that defaulted into the TERMS CODE field are correct.  
Change the terms code to match the terms indicated on the invoice, if necessary.

15. Type the total amount of the invoice in the GROSS AMOUNT field.

16. Press J to process the information and to access the Invoice Line Audit (ILA) screen.

After accessing the Invoice Line Audit (ILA) screen:

17. Verify that the correct accounting distribution is being used.

18. Compare the value in the UOP field to the unit of measure used on the invoice (UOI).
• If the UOP and the UOI are the same, skip to Step 21.
• If the UOP and the UOI are not the same, convert the UOP to the UOI, using either 

Step 20a or Step 20b.

19. Type the Unit of Invoice (UOI) in the UOP field if:

• the UOI is defined on the Units of Measure List (UML) screen and
• the system-calculated conversion factor equals the true numerical relationship 

between the UOP and the UOI.

OR
Type the manually calculated conversion factor in the CONV FACTOR field if either of the 
two conditions in Step 20a is not satisfied.

20. Compare the PO line quantity in the QUANTITY field to the invoice quantity.

• If they are the same, skip to Step 22.
• If the values are not the same, type the invoice quantity in the QUANTITY field.
• If the invoice quantity is a fraction, convert the UOI to a unit of measure that permits 

the quantity to be a whole number. Use any option in Step 20 that applies to 
change the UOI.

21. Compare the PO line amount in the AMOUNT field to the invoice amount.  If the values are 
the same, skip to Step 23.  If the values are not the same, type the invoice amount in 
the AMOUNT field.

22. Type A in the REQUEST field to tag a line.  Each sequence letter (A, B, C) corresponds to 
a specific line on the purchase order. To indicate each line that is to be paid, you must tag 
the line. To tag a line, type the sequence letter in the REQUEST field and press J. If all 
lines are to be paid, type S in the REQUEST field and press J.
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23. Press J to process the information.

24. If the invoice is a 1099 transaction, type 3 in the REQUEST field and press J to access 
the Invoice Worksheet (IWS-IT) screen. (If the invoice is not a 1099 transaction, go to 
Step 28.)  Once the NRA vendor has been setup for withholding a1099 code of NR 
should default automatically to the 99 field.  Ensure that all payments to NRA’s are 
coded with NR 1099 code so withholding will occur.  Otherwise, override the 1099 code 
with the appropriate code from the TNL as listed in Steps 26 - 27.

25. Type TNL in the NEXT FUNCTION field and press J to access the 1099 Codes List (TNL) 
screen.

26. Press J to scroll down the possible 1099 codes until the correct code is located.

27. Type R in the NEXT FUNCTION field and press J to return to the Invoice Worksheet 
(IWS-IT) screen.

28. Type N or next in the REQUEST field and press J to complete the invoice entry. A blank 
Invoice Matching (IMP) screen is displayed.
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Common Abbreviations

Two-Letter State Abbreviations

QRG 1: NCAS Standard Vendor Short Name Abbreviations

FULL NAME SHORT NAME
America/American AMER

Association/Associated ASSN

International INTRNTL

National NATL

North Carolina NC

Northeast/Northeastern NE

Northwest/Northwestern NW

Southeast/Southeastern SE

Southwest/Southwestern SW

United States US

University UNIV

Abbrev State Abbrev State Abbrev State

AL Alabama KY Kentucky ND North Dakota
AK Alaska LA Louisiana OH Ohio
AZ Arizona ME Maine OK Oklahoma
AR Arkansas MD Maryland OR Oregon
CA California MA Massachusetts PA Pennsylvania
CO Colorado MI Michigan RI Rhode Island
CT Connecticut MN Minnesota SC South Carolina
DE Delaware MS Mississippi SD South Dakota
DC District of Columbia MO Missouri TN Tennessee
FL Florida MT Montana TX Texas
GA Georgia NE Nebraska UT Utah
HI Hawaii NV Nevada VT Vermont
ID Idaho NH New Hampshire VA Virginia
IL Illinois NJ New Jersey WA Washington
IN Indiana NM New Mexico WV West Virginia
IA Iowa NY New York WI Wisconsin
KS Kansas NC North Carolina WY Wyoming
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See the following County Code sheet.

QRG 2: Post Offices and Incorporated Cities or Towns
(GEN 562)
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