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Today’s Session 

 Understand 15-Day Prompt Pay 

 Current Processes and Automation that Support 15-

Day Prompt Pay 

 New Improvements for Suppliers 

 Questions and Next Steps 
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What does this mean to your Agency? 

 In late January 2017, Suppliers will be able to begin certifying 
themselves as being a small business eligible for prompt 
payment interest after 15 days 

 

 Beginning in April 2017, any electronic invoices submitted into 
the SFS by Suppliers who have self-certified will result in 
vouchers created with a 15-day Payment Scheduled Date 

 

 If voucher is approved and processed for payment after 15-
days of the Merchandise Invoice Received (MIR) date, prompt 
payment interest will be calculated on that voucher 

 

 If interest amount is $10.00 or more, interest will be paid to 
the supplier 

 



For use with New York State agency staff 

and SFS users. Contents subject to change. 

OSC 

SFS 

BSC Agencies 

Non-
BSC 

Involved 

Groups 

• System Functionality and 

Processes 

• Transaction Processing 

• Ensure compliance, or 

• Onboard to necessary 

SFS modules 

• Statewide Policy 

• Supplier Sign-Up 

& Management   

• Transaction 

workflow and 

approvals 

Suppliers 



For use with New York State agency staff 

and SFS users. Contents subject to change. 

15-Day Prompt Pay 

 15 Day Prompt Pay is the starting point of future 

collaboration between OSC, the BSC, SFS, Agencies and 

Suppliers to streamline and improve supplier processing. 

 OSC, OGS BSC and SFS are in the design phase of the 

15-day Prompt Pay project  

 Designs and recommended policies are still to be approved 

 Content presented today may be modified prior to the roll 

out of the updated functionality in the SFS 

 Changes you are seeing with 15 Day Prompt Pay are 

expected to become policy for all agencies in the future. 
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Today’s Speakers 

 Mary Zaremba, Office of General Services (OGS) 
Business Services Center (BSC) Deputy Director 

 Kim Miller, OGS BSC Manager- Purchasing, Travel, 
Credit Cards & Accounts Receivable 

 Robert Lehmann, Office of the State Comptroller 
(OSC) Bureau of State Expenditures – Vendor 
Management Unit  

 Paul Kalinowski, SFS Procure to Pay Application 
Bureau  Manager  
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Meeting Structure 

 Please hold your questions for the panel until the 

end of the presentation  
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Mary Zaremba 

OGS Business Services Center  

15-day Prompt Pay 
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What is a small business for Prompt Pay? 

 Qualified small businesses are entitled to interest 

after 15 days 

 To be implemented on March 31, 2017 

 Only applies to suppliers that: 

 Have a primary place of business in NYS  

 Have a significant business presence in NYS 

 Are independently owned and operated 

 Are not dominant in their field 

 Employ no more than 200 employees at the time of invoice  
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What does this mean to your Agency? 

• To ensure that staff are informed and trained 

 

• To be able to identify eligible transactions 

 

• Ensure that transactions are processed within the 15 

day time frame 
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How Do Suppliers “Sign-up?” 

 Small businesses will need to enroll in ePayments to 
receive electronic transfer of funds into their bank 
account by registering with OSC Vendor Management 
Unit (VMU) 

 

 Request enrollment in New York State’s eInvoicing 
program by emailing ecommerce@osc.state.ny.us  

 

 Small businesses will self-certify that they meet the 
above requirements in the SFS Vendor Portal (eSupplier) 
 Self-certification includes agreeing with a certification statement 

online 

 

 

mailto:ecommerce@osc.state.ny.us
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15-Day Prompt Pay - Checks and Balances 

 Agencies can ask Suppliers to verify their eligibility 

 

 If suppliers do not reply to agency inquiries regarding 

their eligibility, then eligibility can be removed 

 

 If a supplier is not eligible and does not voluntarily 

change their status in SFS, the OSC VMU can 

update the supplier record based on supporting 

information from an agency 
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What Invoices Qualify? 

 Only electronic Invoices (eInvoices) received after 
3/31/17 are eligible 

 

 An Invoice must be submitted electronically into the 
SFS in order to be eligible for prompt payment 
interest if not paid within 15 days 

 

 To submit invoices electronically into the SFS, the 
Supplier must agree to the eSettlements terms and 
conditions for submitting eInvoices to NYS 
(Agreement) 
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What Does Electronically Submitted Mean? 

 Submitted via the SFS Vendor Portal using the 

eSettlement Self Service Invoicing 

 

 Submitted via XML file or directly into SFS from the 

Suppliers billing system (Source XML) 

 

 Submitted from the SFS Real Estate module from 

automated billing schedule (Source Voucher Build) 
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What Invoices Do Not Qualify? 

 Electronically submitted does NOT include: 

 

 Paper Invoice (delivered by any means) 

 Faxed Invoice 

 Emailed Invoice 

 Bulkloaded Invoice 
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Robert Lehmann 

Off ice of the State Comptrol ler  

 

 

Supplier Self-Service 
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Supplier Information 

 Target date for Suppliers to begin to self-certify for 

the program is end of January 2017 

 

 A list of agencies that have eSettlement capability in 

SFS will be listed on: 

 SFS Public website 

 OSC website  

 

 Outreach is underway to Suppliers who may qualify 

for the program  
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OSC Vendor Management Website 

 

http://www.osc.state.ny.us/vendors/index.htm
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Supplier/Vendor Enrollment Process 

 Individuals and firms doing business with NYS need 
to enroll in the SFS Vendor Portal  
 Process is unchanged, supplier receives login information 

through welcome email 

 Process is unchanged, agencies will continue to submit 
requests to add Suppliers to the file 

 Supplier classification information will be necessary when 
submitting Supplier add requests 

 

 In late January 2017, a number of changes will be 
introduced to the Vendor Portal, which will support 
the 15-day Prompt Payment Legislation 
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Supplier Self-Service 

 In order to be eligible for 15-day Prompt Payment 

interest, a supplier must self-certify that they meet 

the criteria in accordance of the law. 

 

 The Supplier Portal is being updated to enable suppliers to 

both Certify and De-Certify themselves online 

 Agencies will be able to identify suppliers who have certified 

as eligible under this law under the Government 

Classifications section of the supplier file 

 The detailed process agencies will follow to dispute a 

supplier’s eligibility will be shared at a later date   
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Supplier Review Screen in SFS  

 

 

 

 

 

 Certification Source will be – Supplier 

 Government Classification – SFL 179-F 

 Navigation: Suppliers>Supplier 

Information>Add/Update>Review Suppliers  
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Supplier Self-Service 

 To be eligible for prompt payment interest after 15 days, 

an invoice must be submitted electronically into the SFS 

 Supplier portal changes will enable a supplier to enroll in 

eSettlements online 

 eSettlements is a module in SFS which enables suppliers to submit 

electronic invoices 

 

 In order to participate in eSettlements, a Supplier must 

agree to receive payments via Automated Clearing 

House (ACH) 

 Supplier portal changes will enable a supplier to enroll to receive 

ACH payments online 
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Supplier Improvements 

Paul Kal inowski  

Statewide Financial System 
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Supplier Improvement Project 

 SFS, OSC, BSC, key state agencies  and suppliers 
are working on a set of initiatives to enhance the 
current SFS Vendor Portal functionality and 
automation 

 

 Some of the changes that relate to the 15-day 
Prompt Payment Legislation we just reviewed are 
expected to be available in late January 2017 

 

 Additional changes to the SFS Vendor Portal will be 
made available on March 31, 2017 
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Supplier Improvements 

 Expanding the use of the SFS eSupplier Portal to improve 

business processes for both agencies and suppliers 

 

 Provide greater capabilities for suppliers to manage their own 

information  

 Provide Supplier with more information supporting their 

payments received 
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Supplier Location for Payment 

 Existing suppliers will still have a MAINCHECK 

location to support check issuance where necessary 

 

 Existing MAINEPAY will remain for those suppliers 

who are receiving ACH already 

 

 MAINEPAY and MAINCHECK use will be 

reconsidered along with the planned banking 

consolidation effort 
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Supplier Location 

 Enable suppliers to create additional “Locations” 

which will better align with their business needs 

 

 Will enable supplier to receive payments in more than one 

bank account 

 Can establish a set of business rules for each location 

assigning purchasing and payment defaults for the location 

 Establishing correct ordering addresses, including email, on 

supplier locations enables agencies to enter the appropriate 

location on the PO  

 Better collaboration between the agencies and the Supplier via 

SFS automation   
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Suppliers’ Information 

 Better enable a supplier to provide ordering 

addresses and associated email addresses to 

support expansion of email dispatch 

 Improvements are planned to existing functionality 

 Supplier can provide address names that are meaningful to 

their business and customers (e.g., Regions or line of 

business) 
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Supplier Classifications 

Supplier Classification: 

 

• Designates the type of business the State does with 
that Supplier 

• Enables Suppliers to be grouped according to their 
characteristics 

• Suppliers can only be included in one classification 
so should be included in the broadest classification 

• Examples include “Procurement Supplier,” 
“Municipality-Counties,” “Recipients-Blind Veterans” 



For use with New York State agency staff 

and SFS users. Contents subject to change. 

Government Classification/Certification 

Government Classification/Certification: 

 

• Designates that a Supplier meets requirements 

• Enables Suppliers to be grouped according to their 

certifications 

• Supplier can have multiple certifications 

• Examples are ‘Small Business-SFL 179-F’ and “Svc 

Disabled Veteran Owned Bus-Exec Law Art 17-B” 
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Bulkload Agency Impacts 

 Bulkload Agency Impacts 

 

 Additional Supplier data will be added to the Vendor Master 

file extract (M131) in Winter 2017 

 Government Classification/Certification  

 Bulkload agencies may hard-code supplier locations in their 

systems and change to meet the revised supplier location 

approach, this may require some work on their part 
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What does this mean to the State of New York? 

 Cost savings 

 

 Improved supplier relationship  

 

 Less clean-up of transactions 

 

 Eliminate external receiving processes/systems   

 



For use with New York State agency staff 

and SFS users. Contents subject to change. 

What does this mean to your Agency? 

 Ensure that staff are informed and trained  

 Creating Purchase Orders that are meaningful 

procurement documents 

 Minutes invested are hours saved  
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Kim Mil ler  

Business Services Center  

 

Paul Kal inowski  

Statewide Financial System 
 

 
 

Preparing for Automated 

Processing 
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Purchasing  

 Prepare, plan and automate the procure to pay 

process to the extent possible 

 As an alternative to voucher processing, consider 

utilizing the procurement card for small business 

purchases 
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Purchasing  

 A well structured purchase order is the first step 
to successful processing 
 Line items on the purchase order should be structured to facilitate 

receiving and matching of the electronic invoice that will be 
submitted 

 An associated purchase order is required in 
order for an invoice to be eligible for the 15-day 
Prompt Payment Legislation 
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Receiving  

 Receiving of goods or services within the SFS helps 

achieve payments within 15 Days 

 

 Timely and accurate receiving in the SFS: 

 Eliminates the need for an external receiving verification 

process 

 Recognizes the State’s Liability on a specific date 

 Supports the accurate calculation of the MIR date 

 Supports the timely matching of the voucher for processing 
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Process Flow for eProcurement 

Create Requisition 

Enter Requisition 

Line Item 

ChartFields 

Agency sources 

Requisition to 

Purchase Order (PO) 

PO Dispatch Receiving 
Supplier submits       

e-invoice  

Voucher is built via 

eSettlement 

e-invoice  and  

receiving are 

matched  

Supplier is paid via 

ACH 
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E-Invoice Receipt and Voucher Processing 

 When a supplier submits an electronic invoice, SFS 
generates a voucher based on the invoice details 

 

 As vouchers are created, if the voucher is eligible for 
prompt payment interest after 15 days from the MIR 
date, the payment scheduled due date will be 
populated accordingly 

 

 Payment scheduled due date will also be included 
on any relevant workflow, worklist, and SFS Match 
Exception Reports and inquiry screens 

 



For use with New York State agency staff 

and SFS users. Contents subject to change. 

Matching  

 Agencies will need to utilize SFS reports to confirm 
that e-Invoices were submitted and vouchers were 
created for processing 

 

 When an e-Invoice is submitted to SFS, SFS will 
systematically seek a matching receipt to match to 
the e-Invoice submitted by the supplier  

 

 If a match is found, the agency will process the 
voucher and OSC will review/audit and pay the 
supplier 
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Matching  

 Agencies must review the SFS Accounts Payable: 

APY1090: Match Exception report to identify items 

for any necessary adjustments  

 

 Report User Guide on SFSSecure: 
 https://www.sfs.ny.gov/index.php/accounts-payable-

reports/1314-apy1090-match-exceptions  

 Navigation:  

 Main Menu > Accounts Payable > Reports > Vouchers > Match 

Exceptions  

https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
https://www.sfs.ny.gov/index.php/accounts-payable-reports/1314-apy1090-match-exceptions
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Matthew Ingram 

Statewide Financial System 

Next Steps 
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Next Steps 

 Start implementing processes covered in the 

previous section  

 Reporting 

 Identify SFS reports that will be required to manage the 

eInvoicing matching process 

 Supplier Identification and Outreach 

 Encourage suppliers to do business with the State of New 

York electronically   
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Summary of agency steps 

 Purchase Orders 
 Create POs that facilitate matching of PO, e-invoice and 

receiving 

 Review existing POs, including agency specific contract POs, 
and identify changes or updates that may be required 

 

 Receiving 
 Take advantage of training classes on receiving 

 

 Role mapping 
 Ensure that the proper staff are role mapped in SFS for 

purchasing, receiving, invoicing, and matching  
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SFS Supplier Improvements Project Milestones 

  

• August – September 2016 

• Gather requirements from Agencies/Stakeholders 

• Supplier Workshops   

• Stakeholder sign-off on requirements 

  

 

• October – November 2016 

• Fit Gap results shared with agencies 

• Bulkload Extract updates published 

 
 

• December – January 2016-2017 

• Bulkload Agency Testing 

• eSupplier Improvements Implementation (with SFS Winter Release) 
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SFS Supplier Improvements Project Milestones 

  

• February-March 2017 

• Agency Business Process Testing 

• User Acceptance Testing  

  

• April 2017 

• Other Supplier Improvements implemented with FYE  

 

• April-June 

• Stabilization  
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Next Steps 

 OSC will be issuing announcements and policy 

guidance and updating the Guide to Financial 

Operations on the OSC website  

 SFS will be publishing Self-Paced Training in SLMS 

and Job Aids, and Report Guides to SFSSecure 

 OGS BSC will be publishing Frequently Asked 

Questions to the BSC website   
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Questions and Answers 
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Helpful Links 

 SFS Public website: 

 http://www.sfs.ny.gov/  

 SFS Supplier/Vendor Job Aids on the SFS website  
 http://www.sfs.ny.gov/index.php/supplier-vendor-job-aids 

 SFSSecure 
 https://www.sfs.ny.gov/  

 OGS BSC’s Supplier/Vendor Information website  
 https://bsc.ogs.ny.gov/content/vendor-information 

 OSC State Supplier/Vendor website  
 http://www.osc.state.ny.us/vendors/ 

 

http://www.sfs.ny.gov/
http://www.sfs.ny.gov/
http://www.sfs.ny.gov/index.php/supplier-vendor-job-aids
http://www.sfs.ny.gov/index.php/supplier-vendor-job-aids
http://www.sfs.ny.gov/index.php/supplier-vendor-job-aids
http://www.sfs.ny.gov/index.php/supplier-vendor-job-aids
http://www.sfs.ny.gov/index.php/supplier-vendor-job-aids
http://www.sfs.ny.gov/index.php/supplier-vendor-job-aids
http://www.sfs.ny.gov/index.php/supplier-vendor-job-aids
https://www.sfs.ny.gov/
https://bsc.ogs.ny.gov/content/vendor-information
https://bsc.ogs.ny.gov/content/vendor-information
https://bsc.ogs.ny.gov/content/vendor-information
http://www.osc.state.ny.us/vendors/
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Helpful Links 

 SFS Help Desk information  
 HelpDesk@sfs.ny.gov  

 877-737-4185 toll-free | 518-457-7737 

 

 

 

mailto:HelpDesk@sfs.ny.gov
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Thank you for attending. 

 
 
 
 

A copy of this presentation will be 
published on OSC’s website and the 

SFSSecure site tomorrow 

 

http://www.osc.state.ny.us/
https://www.sfs.ny.gov/
https://www.sfs.ny.gov/

