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Bureau of Payable Services

April 13th, 2023

Welcome to 
The Payable Services Center

Presenters:
– Ashley Jackson

Supervisor, Vendor Data Management Unit

– Barbara Yessel
Assistant Director, Payable Services Call Center



• Basic vendor number categories
• Non-Procurement vendors (NP)
• Procurement vendors
• Misconceptions
• Contact information
• Open questions
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Overview
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Basic Vendor Categories
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•3 Points to Remember

• Procurement Vendor Numbers Can be used to pay both Procurement 
and Non-Procurement invoices

Cannot register using a social security 
number (SSN)

• Non-Procurement Vendor Numbers Can only pay Non-Procurement invoices

• Vendor Data Management Unit & 
Payable Services Call Center

Will not update a vendor record by 
phone.



• Bureau of Payable Services Call Center staff can assist:

- Payment inquiries

- Registration

- Master Data Changes

- Audit Confirmation

- Available Mon- Fri 8 a.m. -4:30 p.m. (except holidays)

- Toll Free 877-435-7363 / Local 717-346-2676
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Payables Services Call Center



• Vendor record updates must be submitted in writing for the 
following:

Non-Procurement Vendor Maintenance

Change Requirement
- Name Complete the form located here: 

https://www.budget.pa.gov/Services/ForVendors/Pages
/Non-Procurement-Help.aspx

- Address Complete the form located here: 
https://www.budget.pa.gov/Services/ForVendors/Pages
/Non-Procurement-Help.aspx

- Partner 
Record/Add 
additional payment 
address

Thorough explanation must be provided along with create 
new payment address form located here: 
https://www.budget.pa.gov/Services/ForVendors/Pages
/Non-Procurement-Help.aspx
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https://www.budget.pa.gov/Services/ForVendors/Pages/Non-Procurement-Help.aspx
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Non-Procurement Vendor Maintenance
Change Requirement

- Electronic 
Banking

Pennsylvania Electronic Payment Program
Allows vendors to add/change/remove banking 
to the vendor record

Direct Deposit Enrollment Form must be fully 
completed and signed
Voided check to confirm account and routing 
numbers is required

Form located on website
>  www.budget.pa.gov>  SERVICES> FOR VENDORS >  

Non-Procurement help

http://www.budget.pa.gov/


Change Requirement
- Email  

Remittance

- Electronic 
Addenda

Email Remittance- allows vendors to receive the 
remittance information via email.
No more paper remittance advice. Form located: 
https://www.budget.pa.gov/Services/ForVendors/Pages
/Direct-Deposit-and-e-Remittance.aspx

Electronic Addenda (EA)
Vendors  receive remittance information with ACH 
deposit through on-line banking.

Form located on website
>  www.budget.pa.gov>  Services>  For Vendors > Direct 

Deposit & E-Remittance
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Non-Procurement Vendor Maintenance

https://www.budget.pa.gov/Services/ForVendors/Pages/Direct-Deposit-and-e-Remittance.aspx
https://www.budget.pa.gov/Services/ForVendors/Pages/Direct-Deposit-and-e-Remittance.aspx
http://www.budget.pa.gov/


• Registration completed via the PA Supplier Portal
www.pasupplierportal.state.pa.us
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Procurement Vendor Maintenance

http://www.pasupplierportal.state.pa.us/


• Registered Vendors can:

- Bid on job opportunities  with 
the Commonwealth of PA

- Apply for Invitations to Qualify 
(ITQ)

- Participate in COSTARS

- Register for Jaggaer/ Small 
Business/WBE opportunities

- Supplier Service Center

- OB Services for Vendor
11

Procurement Vendor Maintenance



Fraud - Identity Theft - Email Hacking

PII =
-tax identification numbers
-bank account numbers and information

Helpful Tips:
1.Minimize potential for fraud by removing PII from screen shots or vendor 
communications.
2.Pay close attention to email for email hacking.  
Note:  Hacker can possibly create an email that is only one letter or digit off 
from the actual.
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Fraud Prevention and Personally Identifiable Information (PII)
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VDMU Processes
• Due Diligence IRS Verification/(W-9) Review as potential for fines

Bank Validation < banking is required before 
approval of Replication>
Validation of request by authorized official (fraud)

Address validation

• Management 
Directives

County names cannot be changed due to 
Management Directive 305.4
http://www.oa.pa.gov/Policies/md/Documents/30
5_4.pdf

http://www.oa.pa.gov/Policies/md/Documents/305_4.pdf
http://www.oa.pa.gov/Policies/md/Documents/305_4.pdf
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VDMU Contact Information for PSCC
Phone :                                                                                

 Toll free: 877-435-7363/Local:717-346-2676 

 Fax:  717-214-0140

Phone Options: 

1. Vendor Number

2. Payment Inquiry 

3. Master Data Changes 

4. 1099/B notice

5. PA Supplier Portal Administrative Support

Open: Mon-Fri 8 a.m. – 4:30 p.m. EST except holidays

Email:

• VDMU or W9s: ra-psc_supplier_requests@pa.gov

• Audit Confirmations: ra-auditconfirmation@pa.gov

• Payment Inquiries: ra-pscpaymentinquire@pa.gov

mailto:ra-auditconfirmation@pa.gov
mailto:ra-pscpaymentinquire@pa.gov


• The OB Website Homepage    www.budget.pa.gov
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Other Resources And Information 

http://www.budget.pa.gov/


• The OB Website for VENDORS     www.budget.pa.gov/services/forvendors
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Other Resources And Information 

http://www.budget.pa.gov/servicesforvendors


• The OB Website for VENDORS     www.budget.pa.gov/services/forvendors
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Other Resources And Information 
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• The OB Website for VENDORS     www.budget.pa.gov/services/forvendors
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Other Resources And Information 

http://www.budget.pa.gov/servicesforvendors


• The OB Website for VENDORS     www.budget.pa.gov/services/forvendors
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Other Resources And Information 

http://www.budget.pa.gov/servicesforvendors


• The OB Website for VENDORS     www.budget.pa.gov/services/forvendors
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Other Resources And Information 

http://www.budget.pa.gov/servicesforvendors


• The OB Website for VENDORS     www.budget.pa.gov/services/forvendors
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Other Resources And Information 

http://www.budget.pa.gov/servicesforvendors


• The OB Website for AGENCIES: 
https://collab.pa.gov/ob/intranet/ComptrollerOperations/BPSPORTAL/Pag
es/Home.aspx
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Other Resources And Information 

https://collab.pa.gov/ob/intranet/ComptrollerOperations/BPSPORTAL/Pages/Home.aspx
https://collab.pa.gov/ob/intranet/ComptrollerOperations/BPSPORTAL/Pages/Home.aspx


• Registration

• Payable Service Call Center

• Budget Website

• Bureau of Payable Services portal

• Other 
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Questions
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Updating Vendor Info
for the DGLVR Program

PA State Conservation 
Commission
Sherri Law

Conservation Program Specialist 1
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GIS hosts quarterly reporting and generates 
replenishment requests
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GIS hosts quarterly reporting and generates 
replenishment requests
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GIS hosts quarterly reporting and generates 
replenishment requests



• Roy Richardson and Sherri Law
– To verify that new information has been updated in state system
– rrichardso@pa.gov
– shlaw@pa.gov

• Ken Corradini
– will update GIS accordingly
– kjc139@psu.edu

• Information to include
– Let us know you recently updated information with Vendor Services
– Let us know what the new info is
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Who to Contact

mailto:rrichardso@pa.gov
mailto:shlaw@pa.gov
mailto:kjc139@psu.edu


• Amy Ewing
– amewing@pa.gov

• Eric Cromer
– ecromer@pa.gov

• Justin Challenger
– jchallenge@pa.gov

• Information to include
– Let us know you recently updated information with Vendor 

Services
– Let us know what the new info is
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Who to Contact - ACAP

mailto:jchallenge@pa.gov


Updating Vendor Info
for the CDFAP Program

Department of Environmental 
Protection

Karen Books
Environmental Group Manager



• Karen Books and Jaci Kerstetter
– To verify that new information has been updated in state system
– kbooks@pa.gov
– jackerstet@pa.gov

• Information to include
– Let us know you recently updated information with Vendor Services
– Exact address provided to Vendor Services
– Updated Bank Partner Number

Applies to CDFAP Manager/ Tech, ACT and Administrative 
Assistance
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Who to Contact

mailto:kbooks@pa.gov
mailto:jackerstet@pa.gov
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