Checking Vendor Hold Status

If a vendor (including state employees and university students) has a delinquent debt with a
state agency or university, the state agency or university must report it to the Texas
Comptroller’s Office. The vendor is considered to be “on hold” with the state and state
agencies and universities may not issue payments to the vendor until the hold is released. See
MAPP 05.04.05, Reporting Indebtedness to the State Comptroller:
https://uh.edu/policies/mapps/05-finance-and-accounting/050405/

The UHS Finance System receives a nightly feed from TINS (the Comptroller’s vendor database)
that automatically updates the hold status of UHS vendors. If a UHS vendor is on hold with the
state, the Open for Ordering box for that vendor will be unchecked (see screen shot below). If a
vendor is not on hold or changes from a hold to a non-hold status, the Open for Ordering box
will be checked.

Comptroller’s Office policy in conjunction with state law requires state agencies and universities
to verify a vendor’s hold status for local voucher payments over $500 and for local P-Card
purchases over $500. In addition, we are required to verify a vendor’s status prior to signing a
written contract that will be paid with local funds. Comptroller’s policy:
https://fmx.cpa.texas.gov/fm/pubs/purchase/restricted/index.php?section=indebted&page=pe
rsons_indebted

The policy does not require the verification for state voucher payments or prior to entering into
contracts that will be paid only with state funds since the Comptroller’s Office has a mechanism
to hold and apply state payments to the vendor’s liabilities. Also, this policy does not apply to
emergency purchases.

The requirement for verifying vendor hold status on local voucher payments over $500 is
handled by the UHS Finance System, which automatically verifies vendor hold status before
issuing payments. The system will not issue a local fund payment to a vendor on hold. Likewise,
USAS (the Uniform Statewide Accounting System) will not issue a state fund payment to a
vendor on hold. When the hold is released, the local or state fund payment is issued
automatically.

The UHS Finance System also does not allow UHS departments to create requisitions for
vendors on hold. This is an additional control to prevent POs from being issued to vendors on

hold.

The following matrix shows when departments are required to verify vendor hold status:


https://uh.edu/policies/mapps/05-finance-and-accounting/050405/
https://fmx.cpa.texas.gov/fm/pubs/purchase/restricted/index.php?section=indebted&page=persons_indebted
https://fmx.cpa.texas.gov/fm/pubs/purchase/restricted/index.php?section=indebted&page=persons_indebted
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Purchase Method Vendor Hold Status Verification Requirement
(fund type)
Voucher No Verification Required

(state and local)

The vendor’s hold status is verified automatically before issuing a payment and will
not issue payments to vendors on hold.

P-Card Purchases over $500
(local) Verification is Required Prior to Making Purchases.
e Vendor hold search documentation is required for each transaction meeting
this limit to be uploaded with the expense report in the finance System.
e Screenshot must include the date and time vendor hold search was conducted.
For Searches in PS Finance, you must use the following: a PDF Dynamic Stamp
with date and time included, or a Screenshot that includes the desktop date
and time from your taskbar.
e Verification may occur no earlier than the seventh day before the transaction.
e Verification may not occur the date after the transaction is made.
e Multiple transactions for the same vendor which in total exceed $500 on the
same day may be reviewed and questioned by state auditors. Per the State
Comptroller’s guidelines, it is best practice to perform the vendor hold check if
cardholders are processing such multiple transactions. E.g. if a cardholder
processes conference registration payments for multiple employees in the department (5500
each), the cardholder would check the vendor hold status of the conference organization and
upload the verification document to the finance system. You may perform one vendor hold
check and use that check for all of the transactions (provided it is within the required
timeframe).
e For vendor hold checks completed via TINS through Vendor ID for companies
not in UHS Finance System, you must include an e-mail chain with Vendor ID
noting that there is no hold for the vendor.
Purchases of $500 or less
No Verification Required
Contract Verification is Required Prior to Signing the Contract
(focal) Verification may occur no earlier than seven days before the contract is signed and
no later than the date the contract is signed.
Contract No Verification Required
(state)

The vendor’s hold status is verified automatically before issuing a payment and will
not issue payments to vendors on hold.

To determine the vendor’s hold status, you can:
e Runthe UHS_ VENDOR_HOLD_CHECK query or
e RuntheUHS_AP_VENDORS ON_HOLD query in the UHS Finance System
e Review the Vendor File

Revised 08/22/24

20f6




Checking Vendor Hold Status

UHS_VENDOR_HOLD_CHECK query

You can search by vendor name, tax ID, zip code, or the UHS vendor ID number. Entera %
(wildcard) for fields that are not in your search criteria.

Example: You want to place an order with Tejas Office Products. If you knew the vendor ID
number, you would search by the vendor ID and enter a % in the other search criteria. This
would be the fastest way to search. If you did not know the vendor ID, you could search by
vendor name as follows:

UHS_VENDOR_HOLD_CHECK

MName Like:
DBA/Dept Like: |%
FID/SSN Like: |%
Zip Code Like: |%
Vendor 1D Like: |%

OK Cancel

Tejas%

The criteria “tejas%” (without quotes) means find a vendor name that begins with “tejas.” If
you typed “%tejas%”, it means find a vendor name with “tejas” anywhere in the name. Typing
“%tejas” means find a vendor name that ends in “tejas.” All of the criteria in this query can use
a wildcard in this way.

The query results appear below. Note that vendors with multiple addresses appear more than
once. When Open for Ordering is “Y,” the vendor is not on hold. Therefore, you can place an
order with Tejas Office Products, since Open for Ordering is “Y.” However, you cannot place an
order with Tejas Boiler Services because Open for Ordering is “N.”

A
Name Like = TEJAS%,DBA/Dept Like=% FID] 22
Supplier ID [Primary Name TPayee Name | Topen for ing) ] I 1 Taddress 2

0000005155 TEJAS MATERIALS INC Y A 2 1902 Weber St

0000005155 \TERIALS INC TEJAS MATERIALS INC Y A 11902 WEBER ST

0000009818 TEJAS OFFICE PRODUCTS INC A A 21225 W. 20TH STREET COSIGNEE #503
0000009818 TEJAS OFFICE PRODUCTS INC A A 3 1225 W. 20TH STREET

0000009818 TEJAS OFFICE PRODUCTS INC Al A 4 1225 WEST 20TH STREET

(0000009818 TEJAS OFFICE PRODUCTS INC TEJAS OFFICE PRODUCTS INC Y A 11225 W 20th St

0000010822 TEJAS MUNICIPAL SUPPLY & MFG Y A 2 430 E. HELMS SUITE #C-3
0000010822 TEJAS MUNICIPAL SUPPLY & MFG TEIAS MUNICIPAL SUPPLY & MFG Y A 1 430 E Helms Rd Ste D3

0000032438 LER SERVICES INC TEJAS BOILER SERVICES INC N A 1 7206 Elbert St

0000032438 LER SERVICES INC TEJAS BOILER SERVICES INC N A 2 PO Box 23895

0000076087 TEJAS SHEET METAL SHOP Y A 1 6204 FULTON

0000082370 TEJAS COFFEE LLC Y A 11918 Taft st

0000086323 TEJAS ELEVATOR CO HOUSTON INC Y A 111811 East Freeway Ste 230

0000057746 TEJAS MOTORSPORTS Y A 1 347 South Main Street.

0000100544 TEIAS ELECTRICAL SERVICES, INC ¥ A 123919 Lenze Road

0000159345 TEJAS PACKING AND CRATING LLC Ad A 19522 FM 2920 Road

0000176334 TEJASWINI ANGULURI, NAGA VENKATA SLVA NAGA VENKATA SIVA TEJASWINI ANGULURI A A 1 8450 Cambridge Straet Apt 2143
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UHS_AP_VENDORS_ON_HOLD

You can search by the UHS vendor ID number. Enter a % (wildcard) if you want to see the result
for all vendors.

Example: You want to see all vendors on hold. Enter a % (wildcard) in the field “Vendor ID
Like” and click on OK.

UHS_AP_VENDORS_ON_HOLD

Vendor ID Like: %] %
Ok Cancel

The query results appear below. Note that vendors with multiple addresses appear more than
once. All vendors listed here are on hold.

[Vendor 1D |Address |Zip Code |Primary Name |Payee Hame |DBAIDepartment [Tax ID | Open for Ordering |
0000042423 2 B2806-5709 3 DAY BLINDS INC 13303761087 N
Tooooezazs 1 77479-2328 3 DAY BLINDS INC JDAY BLINDS INC M13303761087 N
'o0o09448s 1 77029-1919 A & B ENVIRONMENTAL SERVICES, INC A & B ENVIRONMENTAL SERVICES, INC "17602610010 N
'o00o10879 3 TT087-4719 A& L PLUNMBING INC "17605895277 N
'oooo10879 4 T1207-2526 A& L PLUNMBING INC A &L PLUMBING INC M17605895277 N
'hoooo10878 2 77582-3344 A& L PLUMBING INC A &L PLUMBING INC "17605895277 N
Toooo10878 1 770874719 A& L PLUNBING INC A & L PLUMBING INC M17805885277 N
Toooooso70 1 77228-0054 A A BADGES & TAGS A A BADGES & TAGS M17801785220 N
'ﬂﬂﬂﬂﬂﬂl}'}?f 4 TTIET AT A TM M/ AT IS r‘17ﬁﬂ'}'!l:l'l.ﬂﬂ'1 ]
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Supplier Information

You can also tell if the vendor is on hold by looking at the Open for Ordering box in the Vendor
Identifying Information page. If the box is checked, the vendor is not on hold and you can place
the order.

Summary Identifying Information Address Contacts Uhs Tins

SetlD 00797
Supplier ID 0000027171

Supplier Short Name TEJASOFFIC TEJASOFFIC-002
Supplier Name TEJAS OFFICE PRODUCTS INC

Order TEJASOFFIC-002
1225 W 20th St

Houston, TX 77008-3315

RemitTo TEJASOFFIC-002

1225 W 20th St

o

Houston, TX 77008-331

Status Approved Last Modified By 0895031
Persistence Regular Last modified date 05/14/2013 1:24PM
Classification Texas Corporation Created By
HCM Class Created Date/time 01/01/1900 12:00AM
Open for Ordering Yes Last Activity Date 12/08/2023
Yes Employed within Last Year:
VAT No

{ah Return to Search =] Notify

Summary | Identifying Information | Address | Contacts | Uhs Tins

12:15 PM
12/8/2023

~ 7

Summary Identifying Information Address Contacts Uhs Ting

setD 0797 Supplier Name 7 a5 OFFICE PRODUCTS INC

Supplier iD 0000027171 Additional Name

Supplier Short Name TEJASOFFIC TEJASDFFIC-002 g"nnzd”;]d ;
pen ror renng
Classification Texas Corporation VAT Reqistration
HCM Class REVIEWED Supplier Audit perayit
Persistence Regular By Accounts Payable at 12-18 pm, Dec 08, 2023 Supplier Audit
Supplier Status Approved
Expand All Collapze All
Altachments (0)
Supplier Relationships
Corporate Supplier interUnit Supplior
Corporate SetiD 00797 InterUnit Supplier 1D
Corporate Supplier ID 0000027171 Suppller Hierarchy  Suppliar 360

TEJAS OFFICE PRODUCTS INC
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Sequence of Steps

Departments should use one of the following sequence of steps to determine if a vendor is on
hold:

Vendoris an Individual or Company

1. Searchforthe individual in the UHS Finance System in one of the following ways:

a. Runthe UHS_AP_SEARCH_FOR_VENDORS query.

b. Lookatthe Open for Ordering box on the Identifying Information page.

c. Include dynamic stamp via .pdf or desktop taskbar with time and date include.

2. Ifyou cannot find the company in the UHS Finance System, ask the UH Vendor ID

Department (fsactpay@cougarnet.uh.edu) to verify the company is not on hold

in TINS.

a. The department will have to provide the TINS number to UH Vendor ID
Department via e-mail. W-9 must be attached and e-mail secured.
Instructions on how to secure an e-mail can be found at:
https://www.uh.edu/infotech/security/secure-email/index.php

3. The subject line for the e-mail should indicate “Vendor Hold Search.”
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