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State of Idaho STARS
Office of the State Controller
Division of Statewide Accounting

STARS MANUAL

VENDOR AND VENDOR TABLES - SOLVING
COMMON PROBLEMS

INTRODUCTION

This document covers the following common problems:

e Vendor is not active

e Vendor is not on the system

e Vendor requests electronic funds transfer (EFT) payments

e Vendor address is incorrect/corrections to record

e Need to add a state employee

e Need to reactivate a state employee for final travel reimbursement

VENDOR IS NOT ACTIVE

You may encounter an error message during data entry that reads, “Vendor is not active”.
Follow these steps to check the status of the vendor (you do not have to exit your batch to check
the status):

1. Press HOME, then SHIFT+TAB to place the cursor in the INTERRUPT field (located in
the bottom right corner of the screen).

2. Type 21 inthe INTERRUPT field and press ENTER. This will open the Vendor Edit Table
(S021).

3. Type ‘R’ in the FUNCTION field and type in the Vendor Number and press ENTER.
4. Check the VEND STATUS field. In the example of an error, the value could be:
e 1 - Inactive, check the Contact Name field for any messages.

e 2 - Inactive, the new EIN number will be in the SS EIN NUMBER field. Use the
new number for issuing payment. See the following example.

e 3 - Thereis a garnishment or lien on the vendor.
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VERSION 3.1 STARS--VENDOR EDIT TABLE MAINTENANCE/INQUIRY S021
FUNCTION: R (A=ADD, C=CHANGE, D=DELETE, N=NEXT, R=RECALL)

VENDOR NUMBER: 0400000000 OO DMI: VENDOR AGY: 000 AUTHENTICATION IND:
VEND TYPE: C VEND STATUS: 2 CHG AGY: 290 W-9 AGY: 230 1099 NAME/ADDR:

SORT SEQUENCE: BADBADFORM SS EIN NUMBER: 0100000000 OO0 1099 INDICATOR: N

5. When finished checking the status, press F4 to return from the interrupt.

VENDOR IS NOT ON STARS

Contact the vendor and request that they submit an IRS Form W9 to your office. Retain the W-9
in your office and submit the vendor information using the Web Vendor Maintenance application
on the SCO Web site. See the 1099-Misc or Workman’s Compensation documentation for more
information as to when a vendor must sign the W-9.

VENDOR REQUESTS ELECTRONIC FUNDS TRANSFER (EFT)
PAYMENTS

Click here to refer to the Electron Funds Transfer (EFT) documentation.

VENDOR ADDRESS IS INCORRECT/CORRECTIONS TO
RECORD

If the vendor is changing addresses, submit the corrections using the Web Vendor Maintenance
application on the SCO Web site. Corrections of minor errors or typos can be sent to the
dsahelpline@sco.idaho.gov or call the DSA Helpline at 332-8827.

NEED TO ADD A STATE EMPLOYEE

Employees must first be added to EIS. Please contact your payroll specialist to add new
employees. New employee information may take a few days to be interfaced to STARS. After
the employee is active on EIS, STARS will automatically receive the information in a nightly file
download from EIS.

NEED TO REACTIVATE A STATE EMPLOYEE FOR FINAL
TRAVEL REIMBURSEMENT

When your agency terminates an employee on the EIS State Payroll system, STARS
automatically inactivates the employee on the Vendor Edit Table. If you need to process a final
travel reimbursement to the employee, please contact the DSA helpline at either
dsahelpline@sco.idaho.gov or 332-8827 for temporary re-activation.
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http://www.sco.idaho.gov/web/DSADoc.nsf/DB022BA68B40C10587256A0100779625/$FILE/1099misc.pdf
http://www.sco.idaho.gov/web/DSADoc.nsf/104E360F79D113C287256E0C00696D4B/$FILE/workers_compensation.pdf
http://www.sco.idaho.gov/web/DSADoc.nsf/37975DA24FD4561D87256A010076D020/$FILE/Electronic_Funds_Transfer.pdf
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