
Please email specific questions to AP_Vendor@tennessee.edu 

Vendor Creation Process  

Step 1   Search for vendor 

Search for the vendor by using transaction XK03 in IRIS 
 



Step 1   Search for vendor 

Search for the vendor by using transaction XK03 in IRIS 
• EIN or SSN  (Using appropriate dashes) 
• Address     (ex. 2456 *) 
• Name   (*Moore*) 

 

999-99-9999 or 99-9999999 
       SSN                  FEIN 

OR 

OR 

Do you need a new vendor number 
or an address change? 

The vendor number was located in IRIS by one of the 3 searches on 
the previous slide, but the address is incorrect 

• Obtain a W-9 form from the vendor and email it to 
AP_Vendor@tennessee.edu with the address information. 
 

• The W-9 must show the vendor’s IRS registered information, not an 
additional remit/payment address. 
 

• The Worker Classification Questionnaire should also be attached to 
the email, if individual. (Scanned as a separate document) 
 

•  The Vendor Payment Selection form should be offered to the vendor 
and attached if accepted.  

      (Scanned as a separate document) 
 



Do you need a new vendor number 
or an address change? 

How to determine if the existing vendor has documents on file 
 ZAP_VENDOR_ATTACHMTS 

This vendor has the  
Vendor Payment Selection form, 

W-9 form (and Minority), 
and 

Worker Classification Questionnaire   

Do you need a new vendor number 
or an address change? 

If the vendor cannot be located by the previous 3 searches 

• A vendor number will need to be requested in IRIS.  
• The appropriate forms should be attached to the request.  

 
• The W-9 must show the vendor’s IRS registered information, not 

an additional remit/payment address. 
 



Why do we need the IRS registered 
address on the W-9  

-if-  
the vendor wants the payments to 

go to a remit address? ? 

• The IRS sends a report to UT with mismatching information 
• This references the “1” vendor numbers in IRIS 

 
• We send a letter to the “1” vendor to confirm the reported information 

• If it goes to a remit address, the vendor may not receive this letter 
 

• Failure to have the correct address on file can lead to fines. Big fines 
 

• If we’re adding a new remit vendor, we still need the IRS registered W-9 to 
confirm all information for the “1” number is still correct 
 
 

Step 2   Obtain required forms 

http://www.irs.gov/pub/irs-pdf/fw9.pdf • All U.S. vendors must 
have a completed W-9 to 
receive a vendor number 

• All information on the 
W-9 must be the 
vendor’s IRS registered 
information 

• Name 
• Federal Tax 

Classification 
• Address 
• EIN/SSN 

• All W-9 forms must be 
signed and dated by IRS 
standards 



• The Minority Form can 
be found on the 
Treasurer’s Office 
website 

• One of the fields 
must be checked 

http://treasurer.tennessee.edu/forms/W9_Minority_Status.pdf 

Step 2   Obtain required forms 

• This form gives info 
for reports required 
by the State of 
Tennessee 

New Items 

• Fiscal Policy FI0540   
 Independent Contractors 
 

• Fiscal Policy FI0500 4 B   
 Vendor Payment Selection Form 
 

• Fiscal Policy FI0500 4 C 
 Student Payments   

 
 



Fiscal Policy FI0540   
Independent Contractors 

Worker Classification Questionnaire- 
   https://tiny.utk.edu/fi0540 
 
All new vendor requests for Individual/Sole Proprietors 
 
Department completes questionnaire 
 
This includes Individual DBA listed on the W-9  
 
 



BE SPECIFIC 

This page must be 100% complete 

BE SPECIFIC 

This page must be 100% complete 



BE SPECIFIC 

This page must be 100% complete 

BE SPECIFIC 

This page must be 100% complete 



BE SPECIFIC 

This page must be 100% complete 

  Fiscal Policy FI0500 4 B   
 Vendor Payment Selection Form 

A Vendor Payment Selection Form must be attached to all vendor 
requests    (including Remit vendor requests) 
 
All data must be completed on the form 
 
Payment Terms  
 
• Foreign Vendor terms ----- N40   (Unless ACH with US bank) 

 
• E-Payable ------------------- NET 

 
• Direct Deposit, ACH ------ N30 

If the vendor refuses to comply with this form, special approval is required from 
the Treasurer’s Office before the vendor can be created and they will be N40 

Checks only sent out 
on Monday and 
Thursday weekly 

Paid daily 



Vendor’s contact 
information. 
Not the department’s 
contact information 

This must be clearly 
written 



• Open XK03 – Display Vendor 
 
• Enter the vendor number 
 
 
 
 
 
 
 
 
• Click on the Payment Transactions box 

 
 
 

• Press Enter 

Locate current payment terms/method on 
an existing vendor 

Locate current payment terms/method on 
an existing vendor 

This vendor has 
payment terms of 

 

N30  

and a payment 
method of  

 

ACH 

If it were a check, C would be listed 
If it were EPay, E would be listed 
 



Fiscal Policy FI0500 4 C 
Student Payments 

Students (current or future term) 
 
• Most payments are now required to be paid via 

the Financial Aid office  
  
• On the rare occasion that payments have to be 

paid via Accounts Payable, written permission 
from the Financial Aid office must be obtained 
and sent to AP_Vendor@tennessee.edu for 
existing vendors or attached to the new vendor 
request 

Soon I will 
have my very 

own policy 
number!  

Step 3   Submit a vendor  

Use transaction ZXK1 – Vendor Request 

Only vendor Info tab 
Entirely new vendor where the remit address is the same as the W-9 address 

Vendor Info tab AND Remit to Address tab 
Entirely new vendor where the remit address is different from the W-9 address 

Only the Remit to Address tab 
A 1 vendor number already exists, but an additional remit address is needed 



Step 3   Submit a vendor  
Vendor info tab for new vendor 

Same information 
as W-9 

If vendor uses FEIN 

If vendor uses SSN 

W-9 address 

Step 3   Submit a vendor  
Remit vendor request 

Same information 
as invoice 
 or 
specified payment 
address different 
from W-9 

If vendor uses FEIN 

If vendor uses SSN 

Remit/Payment 
address 



Step 3   Submit a vendor  

After completing the 
vendor’s information in 
IRIS, hit save. 
 
 
 
This is the screen 
advising to attach 
appropriate documents   

Step 3   Submit a vendor  

Press to 
attach 
documents 



Attaching the forms 

• The W-9 and Minority forms should be 
attached together using W-9 Form (PDF) 

• The Worker Classification Questionnaire 
form should be attached using  

      Worker Classification Form (PDF) 

• The Vendor Payment Selection form 
should be attached using Vendor 
Payment (PDF) 

Step 3   Submit a vendor  

User ID & Extension Product or Service 

Request to Admin 
 
 
 
 
 
 
 
 
 
 

Enter the appropriate 
information in the  
Text to Admin box 



Step 3   Submit a vendor  

Write this 
number down 

and keep it 
Congratulations!  

Summary  
 

 
• Always search for a vendor before submitting a vendor request 

 
• Email AP_Vendor@tennessee.edu for address changes 

 
• All W-9 information must include the vendor’s IRS registered information 
 
• Always include all appropriate forms on the vendor requests 

 
• W-9 and Minority form    (All vendor requests) 

 
• Worker Classification Questionnaire  (All individual vendor requests) 

(Attached as a separate document) 
 

• Vendor Payment Selection form (All vendor requests) 
(Attached as a separate document) 
 

 
 



Notes 
 

Please email specific questions to AP_Vendor@tennessee.edu 



Form Requirements for Vendors 
 

 
New Vendors (Domestic) – Requested via ZXK1 
 

1.  W-9/Minority Status form 
2. Vendor Payment Selection 
3. Worker Classification (if individual or sole proprietor)   

 
 
New Vendors (Foreign)-Requested via email to AP_Vendor@tennessee.edu 
 

1. Individuals (reference http://payroll.tennessee.edu/nra.htm) : 
a. (Services performed in the US) – Non-Citizen Independent Contractor Form (and all other documents 

that this form references); Worker Classification Form 
b. (Services performed outside the US) – Statement for Services Performed Outside of the USA (no W-8 

needed) 
c.  Vendor Payment Selection (optional) 

 
2. Companies: 

a.  W-8 form 
b. Vendor Payment Selection (optional) 

 
 
Existing Vendors-Requested via email to AP_Vendor@tennessee.edu 
 

1.  W-9/Minority Status form 
2. Vendor Payment Selection (optional) 
3.  Worker Classification (if individual or sole proprietor)   
 

 
Exceptions 
 

1. Student awards – Worker Classification form must state that it is an award; doesn’t need to be signed by 
student; must have approval from Financial Aid 
 

2.  If an individual refuses to complete the payment form and wants a check, an exception must be granted by 
emailing cstockda@tennessee.edu and give a reason for not accepting epay or ACH payments.  They will 
have payment terms of N40.   

     

http://payroll.tennessee.edu/nra.htm
mailto:cstockda@tennessee.edu

