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Vendor Onboarding

Agenda

204 Form Overview
Onboarding Process
Demo
Questions 



What is a 204 Form?

• A Payee Data Record From (204 Form) is a W-9 substitute form 
used by most state agencies. 

• The form gathers all legally required data as well as additional 
information needed for setup on the finance system. 

• The Form can be used by employees, students, and non-
employees

• Payee Data Record Form 204 

• The form has automatic workflows and be forwarded to the team 
automatically, upon completion a notification will be delivered to 
the vendor.

• NOTE: the form collects level 1 data and should not be shared 
over email

https://tinyurl.com/Payee-Vendor-Data-RecordForm


Payee Data Record Form (204 Form)



Onboarding Steps
 To view more detailed information on the process and to find links for all steps please 

follow this link:

 New Vendor Setup Info Page 

• Step 1: Submit a Vendor Add/Update Request
• This is a SmartSheets tracking page and helps us verify a 204 

Form is a valid request for onboarding
• Valid requests are verified through an approved Check 

Request or Requisition
• Smartsheets automatically sends the 204 Form link via E-

mail

• Step 2: Vendor completes the AdobeSign 204 Form
• Form is electronically signed and delivered, DO NOT E-MAIL

• Step 3: Accounts Payable will review the form and if approved 
enter into the finance system

• Vendor will receive a confirmation after completion

• Optional Step 4: If vendor would like ACH payments this form 
is also available on AdobeSign and delivered electronically

• Payee Direct Deposit Form Non-Employee 

https://financialservices.fullerton.edu/controller/ap-travel/services-forms-policies/?itemID=45fd-9556-d31e165-4
https://financialservices.fullerton.edu/controller/ap-travel/services-forms-policies/?itemID=43ad-93df-d31e648-45


Questions & Answers?
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