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Purpose  

The GGV document is used to generate a UT EID, setup a new address, change an existing address, 
and/or setup an additional address for a vendor. 

Before Creating a GGV Documenté 
Make sure the vendor is not already setup in the vendor files.  This information can be verified in 
command PG3 (Name Order) or PG4 (Number Order).  Refer to page 8 and 9 for instructions on 
using these commands.  If the Vendor’s UT EID or the correct address is not found, proceed with the 
GGV document.   

Note:   Contact Paul Goyne in Procurement Services via email (goyne@uta.edu ) for any of the 
following reasons: 

¶ If an address is found in the vendor files (PG3 or PG4), but has been inactivated.  You may 
send an email to have the address reactivated.  In the email subject line, type Activate Vendor 
ID.  Provide the Vendor’s UT EID and address information.   

¶ If a vendor’s name is misspelled or name has changed, send an email request to have this 
information corrected. The GGV document should not be used to correct a vendor’s name.  

Information Needed for  the GGV Document : 

If Setting -
Up:  

- Individual  

- Employee  

- Sole Owner usi ng 
SSN 

- Partnership  - Corporation  

- Sole Owner using 
FEIN / EIN 

- Limited Partnership  

You Will 
Need The 

Following:  

¶ Social Security 
Number 

¶ Full Name 

¶ Complete Address 

 

¶ If an individual, you will need names 
and social security numbers (SSN) for 
two of the Partners 

¶ If Corporation, you will need the  
Federal Employer Identification 
Number (FEIN); also known as 
Employer Identification Number (EIN) 

¶ Complete Address 

¶ FEIN / EIN 

¶ Company Name 

¶ Complete Address 

 

Vendor ID  and a UT EID 

Vendor Identification (VID) numbers are required on all payment vouchers.  This number identifies the 
payee. The VID is necessary because the state requires the university to report expenditures by VID 
and not by name. The Vendor Identification Numbers are 11-digits (e.g., 24443322224) broken-down 
into the following components: 

Digit 1 :  

1 indicates the vendor is a non-individual (businesses) 

2 indicates the vendor is an individual 

Digits 2 -10:  

FEIN - Federal Employer ID Number for businesses (Also known as EIN - Employer ID Number) 

SSN - Social Security Number for individuals 

Digit 11 :  

Check digit generated by the system 

The University of Texas Electronic Identifier (UT EID) is assigned to vendors, students, employees, 
and prospective employees as well as others with business relationships with the university.  They are 
required on payment vouchers and purchase requisition documents. 
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How to Use:  

1. To create a GGV document, type New in the Action  field and press Enter . 

 

2. A new window appears offering five different options for proceeding with the GGV document.  
Enter the appropriate information for one of the following options: 

¶ UT EID: If the vendor already has a UT EID, type the vendor’s University of Texas Employee 
Identifier and press Enter . You will be redirected to the GGV cover sheet (proceed to page 3). 

¶ TAX ID: If the vendor (individual) does not have a UT EID, type the vendor’s Social Security 
Number or an Individual Tax Identification Number (ITIN) and press Enter .  The Tax ID field 
requires a 9 digit number. A new window appears.  You must enter the vendor’s name 
(proceed to page 3). 

¶ FEIN: If the vendor (non-individual) does not have a UT EID, type the vendor’s Federal 
Employer Identification Number (FEIN) and press Enter .  The FEIN field requires a 9 digit 
number. A new window appears.  You must enter the vendor’s name (proceed to page 3). 

Note:   The Federal ID Number (FEIN) is also known as the Employer ID Number (EIN). 

¶ Foreign Individual/Foreign Company :  

o No Tax ID  – If the vendor (foreign individual) does not have a UT EID or SSN, type an X in 
the blank field and press Enter .  A new window appears.  You must enter the vendor’s 
name (proceed to page 3). 

o No FEIN – If the vendor (foreign company) does not have a UT EID or FEIN, type an X in 
the blank field and press Enter .  A new window appears.  You must enter the vendor’s 
name (proceed to page 3).  

Important:  The No Tax ID  and No FEIN fields are used if you are processing payments to 
a foreign individual or foreign company without a Tax ID or FEIN.  A UT EID will be created 
and the VID will begin with 4. 

When setting up a vendor without a Tax ID or FEIN, additional information will be required. 
The creator must add notes to the GGV document.  To add notes to your document, type 
NOT in the Action  field and press Enter .  A new window appears.  The notes must 
include: 

Á The permanent resident (country) of the foreign individual. 

Á The country of the foreign company. 

Á Indicate if the foreign individual is a UT Arlington student. 

Á Provide the source of funds for the expenditure, (i.e. State Funds – 14 account or Local 
Funds – non-14 account) 
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Enter the Individual  or Business Name  

3. After pressing enter, you may see one of the following windows: 

¶ If setting-up a vendor with a SSN, ITIN or a Foreign Individual without a Tax ID, the following 
window appears, type the Last Name, First Name and Middle Initial  of the individual and 
press E nter . 

 

¶ If setting-up a vendor with a FEIN or a Foreign Company without a FEIN, the following window 
appears, type the Vendor Name and press En ter . 

 

 

4. You will return to the GGV cover sheet.  The document status becomes Created, a Document ID 
number is assigned, the Vendor ID, the UTEID and the Primary Name are displayed.  Next, enter 
the vendor’s mailing information. 
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Vendor Information  

5. The Other Name  field is optional.  This field is used to search for a vendor in the Vendor Address 
file (PG3 or GG3).   

To search for a vendor under a variation of the Primary Name or if the vendor is known by another 
name other than their legal name, enter the information in the Other Name field. This will make it 
easier for both you and other users to search for the vendor in the future.  Listed below are 
examples:  

Primary Name:   Maverick, William    

Other Name:   Maverick, Bill  

Primary Name:  National Association of College & University Business Officers 

Other Name:   NACUBO  

6. The Non-Post Office Info  field is optional.  This field is used for information that is not required by 
the US Postal Service, but is necessary for delivery.  This might include, DBA (Doing Business As) 
or ATTN: (Attention). 

Note:   It is recommended that you do not setup an address with the attention to an individual  
(e.g., ATTN:  Jane Doe).   

7. Tab to the Postal Address field and type the vendor’s Street Address, P.O. Box or Rural Route. 

8. Tab to the City, State, and Zip code fields and type the appropriate information. The Phone  and 
Fax fields are optional, but if a telephone number is entered, do not include dashes (-) or slashes 
(/) in the number. 

 

9. If necessary, tab to the Country Code  field and type the appropriate code.  This field is used for a 
vendor that needs to be paid at a foreign address.  

To find a Country Code , type a ? in this field. The codes will be listed in alphabetical order. Type 
the country in the From  field and press Ente r. Once you have located your code, type the 
corresponding number in the Selection  field and press Enter . The code will carry into your 
document. 

Note:   If setting up a foreign address, fill in the State field with two dashes (--). 
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Entity Information  

10. Tab to the Ownership Type field, type the appropriate code for the vendor and any additional 
information that may be required. 

 Note:   To view a list of codes type a ? in the Ownership Type  field and press Enter . 

11. Press Enter  to accept the entries. 

 

 

Note:  Refer to page 10 – 12 for Ownership Type Examples. 

 

Things to Knowé 

¶ If a vendor is already setup with a UT EID, the Ownership Type  will fill in 
automatically.  It may be necessary for you to correct the default value. 

¶ Ownership Type E must be used if the individual is a State Employee.  

¶ Other Ownership Types may require additional information, such as, the Owner’s 
Name, SSN, and Charter Number. 

¶ Texas Charter Number : If the vendor is a Texas Corporation, Professional 
Association or Professional Corporation, you must enter their Texas Charter Number 
in this field. If a corporation will not provide their Texas Charter Number, fill in the field 
with nines (9999999999). Also, provide the vendor’s fax number. Procurement 
Services will locate the correct number. 

¶ Owner Names and SSNs :  If the vendor is a Sole Owner, type the owner’s name in 
the first large field and the SSN in the first small field. If the vendor is a Partnership, 
type at least two of the partners’ names in the first and second large fields and the 
SSN’s in the small fields.  (Remember: The SSN must be preceded by a 2) 
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GGV ï Approval  

After all required fields have been completed, type APP in the Action  field and press Enter . If 
correct, the Status  line will now read Proposed or Pending. The document will route to Procurement 
Services for final approval. 

 
 

 

 

Things to Knowé 

Users should be aware, when you type APP (approve) or VER (verify) in the Action  field and 
press Enter , the system will audit the information entered in the Postal Address field. It will verify if 
the address is acceptable to the US Postal Service. If the address has minor discrepancies, you 
will see a window similar to the one below. You should follow the instructions on the screen.  

 

If the Postal Address has major discrepancies or if the field is left blank, you will receive an error 
message stating: The address entered in the Postal Address field is not recognized by the US 
Postal Service. Please correct. You will not be able to complete the document until the address is 
corrected. 
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After approving the GGV document, what happens next?   

¶ GGV documents are approved on a daily basis by Procurement Services. 

¶ You will receive a notification in your electronic inbox (YB2). 

¶  To access the GGV document from your inbox: 

1. Type YB2 in the Command  field and press Enter . 

2. Tab to the blank field to the left of the GGV document and type X and press Enter .   

3. The GGV document is displayed. It will display the complete VID and the mail code for 
the vendor. The document Status  field is Approved/FYI  (For Your Information). To get 
rid of an information copy: 

a) Type Dis (Discard), not Del (Delete), in the Action field.  

b) Press Enter .   

c) When you return to command YB2, you will notice that the document has been 
removed from your electronic inbox. 

4. The Vendor’s information is now available for use. 

How do I Change an Address  or Setup an Additional Address  for a vendor?  

¶ If a vendor is already setup in *DEFINE, but the address should be changed or an additional 
address should be added, follow all the steps required to setup a new vendor.   

¶ After completing the GGV, attach a note to the document. The note should inform 
Procurement Services that the GGV is a change of address or an additional address for the 
vendor.    

Note:   If you are requesting for an old address to be deleted, please include the vendor’s old 
address and the appropriate 3 digit mail code for the UT EID in your notes. This will ensure 
that the correct address is deleted.  

¶ To attach a note to the GGV document: 

1. Type NOT in the Action field and press Enter .  A new window appears. 

2. Type instructions or special comments in the notes section. 

3. Press Enter to accept your entry. 

4. After typing notes, you are ready to APProve your document.  A new 3-digit mail code 
will be added by Procurement Services with the corrected address.   
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PG3 - Search  Vendor Addresses (Name Order ) 

The PG3 screen allows you to search for a vendor by name.  This page will provides you with a 
vendor's name, ID number, UT EID and mailing address. Vendors are listed in alphabetical order. You 
can search for a vendor by the Primary or Other Name.  

1. In command PG3, tab to the Misc  field and type the vendor’s name and press Enter .  *DEFINE 
will display information beginning with the name of the vendor you specified.  

2. If necessary, Press Enter to page forward through the vendor listing.  

3. If necessary, Press F4 to page backward. You may not page back further than your starting point. 

 

4. To view the complete address for the vendor, tab to the field to the left of the vendor’s name and 
type an X and press Enter .  

 

 

View Inactive Addresses  

The PG3 command defaults to Active Addresses. To view Inactive Addresses:  

1. Tab to the Inactive Addrs: _ field and type an X and press Enter . You will be viewing Inactive 
Addresses for vendors. You may view comments explaining why an address was inactivated by 
typing an X in the blank field next to the vendor’s name. 

2. To view Active Addresses  again, mark the blank field to the right of Active Addrs: _  and 
press Enter . 

Note:  From both the Active and the Inactive Addresses screen, you will be able to tell which 
names and IDs are inactive or active because they are highlighted. 
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PG4 ï Search Vendor Addresses (Number Order ) 

The PG4 screen allows you to search for a vendor by UT EID or VID.  This page will provide the 
vendor’s name and mailing address.  

1. In command PG4, tab to the Misc  field and type the vendor’s 10-digit VID or the UT EID and 
press Enter . *DEFINE will display vendor information beginning with the ID number you specified.  

Note:   The PG4 command will only display the Primary Names of the vendor.  

2. If necessary, Press Enter to page forward through the vendor listing.  

3. If necessary, Press F4 to page backward. You may not page back further than your starting point. 

4. To view the complete address for the vendor, tab to the field to the left of the vendor’s name and 
type an X and press Enter .  

 

 

 

 

View Inactive Addresses  

The PG4 command will default to the Vendors with Active Addresses. To view Inactive Addresses  

1. Tab to the Inactive Addrs: _ field and type an X and press Enter . You will be viewing Inactive 
Addresses for vendors. You may view comments explaining why an address was inactivated by 
typing an X in the blank field next to the vendor’s name. 

2. To view Active Addresses  again, mark the blank to the right of Active Addrs: _  and press 
Enter . 

Note:  From both the Active and Inactive Addresses screen, you will be able to tell which names 
and IDs are inactive or active because they are highlighted. 
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GGV Examples by Ownership Type  

Ownership Type  
The Ownership Type is required on all payees that are set up on the Texas Identification Number 
System (TINS).  Listed below are the ownership types accepted by the Claims Division. 

Code Ownership Type  Definition/Requirement  

A 
Professional 
Association 

Entity chartered with the Texas Secretary of State, as medical doctors and 
professional organizations. Requires a 10-digit Charter number. 

C 
Professional 
Corporation 

Corporation chartered with the Texas Secretary of State as a professional 
corporation. Requires a 10-digit Texas Charter number. 

E State Employee Employee of Texas State Agency. Requires an employing agency number. 

F 
Financial 
Institution 

Any state bank, federal bank, savings and loan, or credit union. 

G 
Governmental 
Entity 

Any legal government agency, e.g., county, city, federal agency not created by the 
State of Texas Legislature. Does NOT include Texas State agencies or universities. 

I 
Individual 
Recipient 

Individual who receives entitlements from the State of Texas; such as kidney 
patients, welfare recipients, pensions, crime victims, etc. Requires Social Security 
number. 

J 
Joint Venture 
(USE CODE N) 

A legal entity in the nature of a partnership engaged in a single project for mutual 
profit. A one-time grouping of 2 or more persons in a business undertaking. Treat 
as partnership for federal income tax purposes. 

L 
Limited 
Partnerships 
(USE CODE N) 

Type of partnership comprised of one or more general partners, who are personally 
liable for debts, contribute capital and share in profits, but who take no part in 
running the business. 

N Other 
Organizations not defined within one of the other types; such estates, informal 
organizations not chartered by the Texas Secretary of State. 

O 
Out-of State 
Corporation 

Corporation legally charted by a governmental entity outside the State of Texas. 

P Partnership 

Legal relation existing between two or more persons or other legal entities 
contractually associated joint principals in a business. 

Requires names and numbers of two partners. If a partner is person, requires SSN. 
If a partner is a corporation, requires FEIN. 

R 
Foreign (Out of 
USA) 

Entity outside of the United States that does not have either an SSN or an FEIN. 
The entities require a Comptroller-assigned number. 

S Sole Owner 
Person with exclusive title or right to a business. Requires name and SSN. An FEIN 
is optional as a TIN. 

T 
Texas 
Corporation 

Corporation chartered with the Texas Secretary of State, profit or non-profit. 
Requires a 10-digit Texas Charter Number (Fax number must also be listed)  

U 
State 
Agency/University 

Any agency or university created by the Texas State Legislature.  Does not include 
agencies of other states. 

Note:   In most cases, the TIN for a state agency is Comptroller-assigned in the 
following format: 3 + agency number repeated three times + check digit. 

Example: 3-304304304-2 for Comptroller of Public Accounts (304) 
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GGV Examples by Ownership Type  

Type G ï Governmental Entity  

 

Type N ï Limited Partnership  

 

Type O ï Out of State Corporation  

 

Do not include Spaces  

or perio ds in PO  

Postal Address 
include s Street  
Addresses and 
PO Box es 
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GGV Examples by Ownership Type  

Type S ï Sole Owner using Vendorôs  SSN or Federal Tax Identification Number  

 

Type T ï Texas Corporation  

 
 

Type U ï Texas State Agency or State of Texas University  

(Not Private College/University such as, TCU or SMU) 

 

Ownership Type S must 
have the Ownerôs Name 
and SSN 

Ownership Type T 
must have a Texas 

Charter Number  


