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Prior to creating a new Vendor, you
should always conduct a search to
verify the vendor you are creating does
not already exist in the KFS system.

The best way to search is to use the
U.S. Tax ID Number (For creating a
new vendor with Tax ID only), or
*Vendor Name*(For creating a new
vendor without U.S. Tax ID), you
must enter the asterisk symbol

Click Search button.
If no values match this search, then

click button.

Complete the *Description tab:
For creating a New Vendor,
New FV + Vendor Name
For Vendor Edit,

+ Vendor Name

All tabs with asterisk are required and
must be completed/selected from the
drop-down menu for all foreign vendors.
Vendor Type:

Disbursement Voucher, or
Purchase Order.

Is this a foreign vendor: Yes
Tax Number: Enter the place holder for
the Foreign Vendor tax number
FR3200000, or FR3200001.
Tax Number Type: FEIN
Ownership Type: CORPORATION

Please note, Freeze Flag tab must be
blank.
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.

Complete the Detail Information Section

*Address Type
1- For the Disbursement Voucher
vendor type select: REMIT.
2- For the Purchase Order vendor type
select: PURCHASE ORDER, then
complete REMIT section (copy &
paste from the completed and added
PURSHACE ORDER information.

*Address 1: Enter Street Address
Address 2: Enter City, Province,
Postal Codes, etc.
*City: Enter the Country
*Country: Click the Country drop-down
menu, Select the Country.

Click the add button.

Leave the State, Postal Code, and Province fields BLANK.
Set as Default Address: Yes
Active Indicator: check
For each remit to Address Type added to a Vendor record, KFS
generates a Mail Code starting with 000.
Note: This is a State of Maryland requirement for payment
distribution.

Complete Notes and Attachment Section
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Other Supporting Documentation
includes:

Invoice,
Vendor contract,
Approved loan or grant application,
Credentialing application,
Or other independent source

Household Mail supporting address)
as approved by the State of
Maryland.

KFS will display an error message if the form is not attached to the
Vendor document.

NOTE: Please ensure that all vendor information across all
documents aligns, including names, addresses, etc., as per the
State's request. Any discrepancies may result in document
disapproval and potential delays in payment processing.


