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APC001 – Agency Supplier Record  
 
Dry Run 2 Update: Agency Supplier Record and Supplier Crosswalk guidance have been divided 
into two separate supplemental documents. The ‘Configure Value’ and ‘Comments’ columns in 
the Agency Supplier Record Small File located in Secure File Share have been removed. This file 
will remain locked, and a UAT Ticket must be submitted to report concerns regarding any value 
or to request changes to any field.  
 
A new Agency Supplier – Testing Plan section is added below to identify test scenarios agencies 
should execute to validate their Supplier record(s). A UAT Ticket must be submitted for any 
change requests by 07/24/2026 for the Florida PALM Team and DFS A&A and/or Treasury to 
review and provide confirmation for Dry Run 3. Test scenarios must be completed during the 
month of July and reported in the July Monthly Progress Report.  
 
Overview 
APC001 converts supplier and employee information to support business processes in the 
Accounts Payable, Purchasing, and Asset Management modules, and the Custom Grants 
Information page. As part of APC001 Supplier conversion, three (3) one-time Supplier Crosswalks 
are provided to agencies for conversion purposes only, using data as of 05/22/2026.  
 
Agency Supplier Crosswalk 
An Agency Supplier Crosswalk has been provided to assist with your review of the Agency 
Supplier records. Agency Supplier records are required for each agency to receive payments from 
other agencies (via ACH, Warrant, or Wire) or to reimburse revolving funds, or Special Purpose 
Investment Accounts (SPIA). A Supplier record must also be established for agencies who are 
grant recipients or subrecipients.  
 
NOTE: In order for the Project to determine the valid grant values that should be applied to agency 

configuration and conversion workbooks in Smartsheet, the APC001 Supplier conversion 
is run twice for each Dry Run. As a result, you will receive an Agency Supplier Crosswalk 
file with results from the initial run of APC001 to assist your data cleansing efforts until the 
second run or delta file becomes available.   

 
File Name: <AGENCY>_Agency Supplier Crosswalk_Early Run 
  
Agency Supplier Record Small File 
Agencies previously provided data to establish their agency Supplier records in RW Task 713. 
The data provided in the agency’s Supplier record was reviewed by DFS A&A and Treasury and 
will be used to create Agency Supplier records for Dry Run 3.   
 
Your Agency will need to confirm the key information in the Agency Supplier Crosswalk and in 
the UAT environment is complete and correct. Below is general information about the set-up of 
the three tabs in the Agency Supplier Record Small File to assist with reviewing the Agency 
Supplier record. 
 
NOTE: Requests to add, remove, or update any Supplier Record value requires the submission 

of a UAT ticket. 
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Agency TINs 

• Each unique Tax Identification Number (TIN) will have a unique Supplier ID. This means 
an agency could have multiple supplier records. 

• Supplier ID is a system generated value and is a required field for vouchers. 
• Unless otherwise noted by an agency and approved by DFS A&A, Agency Supplier 

records are not marked as confidential. 
• DFS A&A must approve all supplier records including TINs and Locations. 
• DFS A&A and Treasury will be included in the approval of Agency Supplier records where 

there is a SPIA or Wire Location. 
• Agency Supplier Records have a Supplier Classification of “A” for agency.  
• All field information should be entered using ALL CAPS for this tab.  

 
Table 1: Agency TINs Tab Field Details 

Field Name Field Description 
Required 

/ 
Optional 

Field 
Field Type Field 

Length 
Field 
Value 
Input 

Agency  Agency acronym Required Character 6 Project 
Provided 
(Pre-
populated) 

Supplier 
Name 

Agency name that will 
appear on payments.  
 
Example: Department of 
Financial Services   

Required Character 40 Agency 
Provided 
(Pre- 
populated) 

Short 
Supplier 
Name 

Supplier name used for 
reporting and searching in 
Florida PALM. Does not 
appear on the payment.  

Required Character 10 Agency 
Provided 
(Pre- 
populated) 

Agency TIN Tax Identification Number 
associated with supplier 
name. 

Required Numeric 9 Agency 
Provided 
(Pre- 
populated) 

Confidential  “(Y)es” or (N)o” Required Character 1 Agency 
Provided 
(Pre- 
populated) 

Confidential 
BU 

Agency’s Business Unit is 
required in this field for 
confidential records only. 

Condition
ally 
Required 

Numeric  5 Project 
Provided 
(Pre-
populated) 

 
Agency Addresses 

• Addresses provided should be remittance addresses for payment purposes. 
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• Every Agency Supplier record must have at least one main address that is associated 
with the Physical Building location. When an address was not provided, one was created 
based upon the agency’s headquarters.  

• All field information should be entered using ALL CAPS for this tab.  
 

Table 2: Agency Addresses Tab Field Details 

Field Name Field Description 
Required 

/ 
Optional 

Field 
Field Type Field 

Length 
Field 
Value 
Input 

Agency  Agency acronym Required Character 6 Project 
Provided 
(Pre-
populated) 

Agency TIN Tax Identification 
Number associated with 
supplier name. 

Required Numeric 9 Agency 
Provided 
(Pre- 
populated) 

Address 
Sequence 
Number  

The Florida PALM 
supplier Address 
Sequence Number. 
 
NOTE:  
The Address Sequence 
should be 2 digits. 
Example: 01 

Required Numeric 2 Agency 
Provided 
(Pre- 
populated) 

Address 
Description 

Additional information to 
further describe the 
address and is not visible 
on vouchers. 

Required Character 30 Agency 
Provided 
(Pre- 
populated) 

Country The abbreviated country 
for the agency address. 
 
Example: USA 

Required Character 3 Agency 
Provided 
(Pre- 
populated) 

Address 1 The first line, street or 
PO Box details, of the 
agency’s Address.  
“Attention: <Business 
Area Name>” can be 
used in Address 1 field if 
this value is needed on 
the payment. 

Required Character 55 Agency 
Provided 
(Pre- 
populated) 

Address 2 The second line, street or 
PO Box details, of the 
agency Address.  
 
If “Attention: <Business 
Area Name>” is provided 
in Address 1 field, then 

Condition
ally 
Required 

Character 55 Agency 
Provided 
(Pre- 
populated) 
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Field Name Field Description 
Required 

/ 
Optional 

Field 
Field Type Field 

Length 
Field 
Value 
Input 

Address 2 field is 
required and must 
include the street or PO 
Box address details for 
the agency Address. 

Address 3 The third line, street or 
PO Box details of the 
agency Address. 

Optional Character 55 Agency 
Provided 
(Pre- 
populated) 

Address 4 The fourth line of the 
agency Address.  
 
NOTE: Address 4 is 
used for foreign 
addresses only. 

Optional  Character 55 Agency 
Provided 
(Pre- 
populated) 

County The county of the agency 
address. 

Optional Character 30 Agency 
Provided 
(Pre- 
populated) 

City The city of the agency 
address. 

Required Character 30 Agency 
Provided 
(Pre- 
populated) 

State State acronym of the 
agency address. 
 
Example: ‘FL’, instead of 
‘Florida’ 

Required Character 6 Agency 
Provided 
(Pre- 
populated) 

Postal The postal zip code of 
the agency address.  
 
Example: 32317 or 
32317-3600 

Required Character 12 Agency 
Provided 
(Pre- 
populated) 

 
Agency Locations 

• Agencies can have multiple locations associated with each Supplier ID. A location is a 
unique combination of Location Name, Location Type, and Payment Method.  

• Every agency must have a MAIN Location Code. When one was not provided by an 
agency, one was created. 

• Agencies can have multiple addresses associated with each Supplier ID, but a location 
can only have one associated address. 

• Each revolving fund will have a unique Location Code which begins with ‘RF’.  The agency 
can use their own numbering/naming structure after ‘RF’ to make each Revolving Fund 
distinct for their Agency.  
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• Each SPIA account will have a unique location. The naming convention for the Location 
will begin with ‘SPIA’ and end with the last 5 digits of the Fund number (from SPIA 
Application).  Where agencies do not see this naming convention, it means it is a 
placeholder while we wait for the official information from DFS A&A and Treasury.  

• Banking information for Wire, ACH, and revolving fund locations must be established by 
A&A for these forms of payment to be available for agency use. Agencies who have not 
already provided banking information should do so by reaching out to 
AcctAudTransformationSupport@myfloridacfo.com.  

• All field information should be entered using ALL CAPS for this tab.  
 
Table 3: Agency Locations Tab Field Details 

Field Name Field Description 
Required 

/ 
Optional 

Field 
Field Type Field 

Length 
Field 
Value 
Input 

Agency  Agency acronym Required Character 6 Project 
Provided 

Agency TIN Tax Identification 
Number associated with 
supplier name. 

Required Numeric 9 Agency 
Provided 
(Pre- 
populated) 

Location 
Name 

A unique value that is 
easily identifiable for 
users to select the 
appropriate Location on 
a voucher for payment 
purposes.   
 
NOTE: Refer to Table 4: 
Location Naming 
Convention for additional 
requirements. 

Required Character 10 Agency 
Provided 
(Pre- 
populated) 

Location 
Description 

Additional information to 
further describe the 
Location and is not 
visible on vouchers. 

Required Character 30 Agency 
Provided 
(Pre- 
populated) 

Payment 
Method 

Determines the way in 
which the payment will 
be received (ACH, CHK 
(warrant), or WIR (wire)). 

Required Character 3  Agency 
Provided 
(Pre- 
populated) 

Address 
Sequence 
Number 

Unique address 
identifier. 
 
NOTE:  
The Address Sequence 
should be 2 digits. 
Example: 01, 02, etc. 

Required Numeric 2 Agency 
Provided 
(Pre- 
populated) 

 
  

mailto:AcctAudTransformationSupport@myfloridacfo.com
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Table 4: Agency Location Naming Conventions 

Location Name Field Description 

ACH Must equal “ACH”. 
MAIN Must equal “MAIN”. 
SPIA Must begin with “SPIA”, followed by the last 5 digits of the Fund number. 
RevFund Must begin with “RF”, followed by 8 characters of the agency’s choosing. 

Agencies should select characters that will easily identify the appropriate 
revolving fund location if there is more than one within the Agency 
Supplier record. 

WIRE Must equal “WIRE”. 
 
Florida PALM Agency Supplier Record Page(s) 
The following provides an example of the Supplier record page where the Supplier ID values will 
be set up in Florida PALM.   

 
Figure 1: Supplier Record, Identifying Information tab, Additional ID Numbers, TIN 
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The following provides an example of the Supplier record page where the address values will be 
set up in Florida PALM.   
 

 
Figure 2: Supplier Record, Address tab, Supplier Address Details 
 
The following provides an example of the Supplier record page where the Location Name and 
Location Description values will be set up in Florida PALM.   
 

 
Figure 3: Supplier Record, Location tab, Location Name, Location Description, Payables link 
 
The following provides an example of the Supplier record page where the Location Address 
values will be set up in Florida PALM.   
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Figure 4: Supplier Record, Location tab, Payables Options, Remitting Address 

 
Agency Supplier – Testing Plan 
The purpose of testing Agency Suppliers is to validate Agency Supplier information and ensure 
agencies are prepared to process voucher and payment transactions. Agencies will review and 
confirm the accuracy of their Agency Supplier records, create representative transactions for 
revolving funds, Special Purpose Investment Accounts (SPIA), and authorized ACH or Wire 
locations, and monitor those transactions through the voucher and payment lifecycle. Testing will 
help agencies become familiar with Florida PALM functionality, validate inbound and outbound 
interface processing, and confirm that supplier, voucher, and payment data are configured and 
functioning as expected. The activities outlined below are based on the stated assumptions and 
are intended to support a successful transition to production operations.   
 
Each agency should complete testing by 07/31/2026, as required for the July Monthly 
Progress Report. Additionally, a UAT Ticket must be submitted for any change requests by 
07/24/2026 for the Florida PALM Team, DFS A&A, and/or Treasury to review and provide 
confirmation for Dry Run 3. 
 
Assumptions 

• Updates from Dry Run 2 requests are included in UAT. 
• Agencies can use API002 Inbound Voucher Load (if applicable), API041 Spreadsheet 

Upload, and online directly in Florida PALM to create vouchers. 
• Agencies cannot see UAT transactions in the SPIA system online. 

 
Test Scenarios 
Test scenarios have been created to assist you in testing your Agency Suppliers. These tests are 
the minimum recommended tests, and agencies are urged to create their own additional tests. 
Testing results should be recorded in your <Agency> Agency Supplier Testing workbooks located 
in Smartsheet. Additional testing is highly encouraged and should be tracked in your User Story 
Inventory. 
 
To complete the test scenarios, you may reference Entering a Voucher Manually process steps 
for additional information on how to create a voucher online and Using the Inbound Voucher 

https://myfloridacfofloridapalm.us.document360.io/docs/entering-a-voucher-manually-1
https://myfloridacfofloridapalm.us.document360.io/docs/using-the-inbound-voucher-spreadsheet-upload
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Spreadsheet Upload process steps for additional information on how to create a voucher 
through spreadsheet upload. 

https://myfloridacfofloridapalm.us.document360.io/docs/using-the-inbound-voucher-spreadsheet-upload
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Table 5: Test Scenarios 

Test 
Scenario 

ID 
Test Scenario Expected Outcome Potential Issues 

Revolving 
Fund 

Create at least one 
voucher for each 
Revolving Fund your 
agency has. 
 
Agencies should mimic 
how they expect to 
receive reimbursements 
in the future (e.g. check, 
ACH). 

The voucher is 
successfully created, 
posted, and a payment 
record has been created 
with the expected 
payment method and 
address. 

• A Revolving Fund 
appears to be 
missing an applicable 
location. 

• Incorrect payment 
method presented. 

• Address is not 
available for selection 
or address 
information 
incorrectly presented. 

SPIA Create at least one 
voucher for each Special 
Purpose Investment 
Account (SPIA) your 
agency has. 
 
*NOTE: Not all agencies 
have a SPIA. 

The voucher is 
successfully created, 
posted, and a payment 
record has been created 
with the expected 
payment method and 
address. 

• A SPIA Account 
appears to be 
missing an applicable 
location. 

• You are unable to test 
a SPIA Account 
because it is missing 

 
ACH Create at least one 

voucher for each ACH 
Location your agency has. 
 
*NOTE: Not all agencies 
have an ACH Location. 

The voucher is 
successfully created, 
posted, and a payment 
record has been created 
with the expected 
payment method and 
address. 

• An ACH Location 
Account appears to 
be missing an 
applicable location. 

 

Wire Create at least one 
voucher for each Wire 
Location your agency has. 
 

Voucher is successfully 
created, posted, and a 
payment record has 
been created with the 
expected payment 
method and address. 

• Agency identifies a 
Wire Location 
Account appears to 
be missing an 
applicable location. 

 
Main Create at least one 

voucher for your MAIN 
location.  

The voucher is 
successfully created, 
posted, and a payment 
record has been created 
with the expected 
payment method and 
address. 

• An address is missing 
or presented 
incorrectly. 
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Additional Considerations 
• If a voucher was created using API002 or API041 then the agency should log into Florida 

PALM and review the voucher to become familiar with the online screens and how the 
information is populated on the voucher. In addition, agencies should confirm the 
transactional details (e.g., Supplier, Location, Address) are populated as expected. 

• For agencies that have selected API031: Monitor each transaction throughout the voucher 
and payment lifecycle (e.g., budget check and cash check) and review the API031 
Outbound Voucher and Payment Detail file to understand the outbound data generated 
by the transaction.  

 

Test 
Scenario 

ID 
Test Scenario Expected Outcome Potential Issues 

Agency Create at least one 
voucher to pay a state 
agency with which your 
agency currently conducts 
business. 
 
Agencies will need to 
identify which payments 
they make to agencies 
today that will need to 
continue through the 
Accounts Payable Module 
instead of the 
Inter/IntraUnit Module. 
 
Agencies who are 
expecting to receive 
payments from other 
agencies via 
warrant/ACH/Wire should 
coordinate with those 
agencies and request 
them to create vouchers. 
The agency being paid 
will need to provide 
payment instructions (e.g. 
which Location and 
Address sequence should 
be used). 

The voucher is 
successfully created, 
posted, and a payment 
record has been created 
with the expected 
payment method and 
address. 
 
  

• An address is missing 
or presented 
incorrectly. 

• Location information 
is missing or 
presented incorrectly.  
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