Customer Overview
All Customers of the Commonwealth are recorded on the Vendor/Customer Table - VCUST - in MMARS.  All new Customers are entered onto this table using the Vendor Customer Create (VCC) Document.  Any modifications to existing Customers are entered onto the VCUST table using the Vendor Customer Modify (VCM) Document.  

All Vendor/Customer codes in MMARS are 12-digit codes, beginning with “VC” and followed by 10 digits.  Any new records are automatically numbered by the system upon the creation of a VCC document.

A Customer of the Commonwealth is an entity to which goods or services have been delivered in return for payment.  A Customer must have a status of Active on the VCUST table prior to being available for billing.  The Customer status is located on the Certification section of the VCUST table.  The Customer must also have a record located on the Customer Account Options Table (CACT). More information on this process is detailed in the Assign Billing Profile to an Existing Customer Record module.

All Vendor Customer Create (VCC) and Vendor Customer Modify (VCM) Documents must be approved by the Office of the Comptroller prior to being recorded on the VCUST table.  Upon submission by the MMARS user, the document will be put onto the Worklist of the designated CTR staff-member.  The document will reside in a “Pending” phase on the Document Catalog until the document is approved by CTR.  More information regarding the Workflow process is available on the Knowledge Center.
Customers and Vendors reside on the same table - VCUST.  All records on the VCUST table are globally owned, meaning all departments have access to all records.  Having all records in one place minimizes the occurrence of duplicate records.  The Taxpayer Identification Number (TIN) is expected for all Customers, and required for all Vendors.  If the TIN resides on an existing record, MMARS will only allow a new record entered with authorization from the Office of the Comptroller.  More information on these exceptions can be found in the Knowledge Center.

There are often times when a Customer of the Commonwealth is also a Vendor of the Commonwealth.  In MMARS, a record on the VCUST table can be certified as BOTH a Customer and a Vendor.  Prior to entering any new Customer information into MMARS, it is important to search the VCUST table to verify that there is not already a record for this entity. 
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All Customers reside on the Vendor Customer Table (VCUST).  When viewing the VCUST table, there are eight (8) fields in which search criteria can be entered to narrow down your search.  These fields are:

· Legal Name 
· Alias/DBA

· Vendor/Customer
· Taxpayer ID Number

· Last Name

· Vendor Active Status

· Customer Active Status

· 
· VSS Registered


· 
· 
The most commonly used fields for a Customer search will be Taxpayer ID Number, Legal Name, and Last Name.  
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The Legal Name field is where you can enter the name of the Customer you are searching for.  Please note that while this field is not case sensitive, you must enter the name as it is written on the Vendor/Customer record in MMARS (blanks, dashes, etc.) for a match to be located. 

If your Customer is entered with an Alias name, you could search on this by entering the Alias into the Alias/DBA field.  As with the Legal Name, this field is not case sensitive but must be an exact match otherwise for results to appear.
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The Vendor/Customer field is where you could enter the Customer’s 12-digit code.  These codes begin with VC followed by 10 numbers.

All Customer codes are automatically generated by MMARS upon the Customer being entered into the system via the VCC document.
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The Taxpayer ID Number field is where you can enter the TIN number for the Customer.  All Customers entered into MMARS are expected to have a TIN number.  
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The Last Name field will be a very helpful field for searching on an entity classified as an Individual.  Like the Legal Name and Alias/DBA fields, this field is not case sensitive but must be an exact match otherwise.
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The Vendor Active Status and Customer Active Status are where you would select the status of the Vendor or Customer.  These will not typically be used for a Departmental search.
The VSS Registered field will not be used at this time.

Next we will take a quick tour of a Customer record on the VCUST table, showing the information required for a Customer.

Click the OK link at the bottom of the Search window.
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The Customer record opens to the Vendor/Customer section of the record.  The Secondary Navigation Panel has a check mark next to the Vendor/Customer link, and also a number of sub-sections are listed under the Vendor/Customer link.  These sub-sections are all portions of the Vendor/Customer record on the VCUST table.

The Vendor/Customer record you are currently viewing is listed in the Grid portion of the page.  This grid also provides a quick review of the Vendor/Customer ID number, Legal Name, Vendor Status, and Customer Status.

The General Information sub-section has listed some basic information for this Customer.  Vendor/Customer ID, Legal Name, and the Vendor and Customer status of this record are listed here as well.  The Active From date shows when this record was entered onto the VCUST table.

The right hand side of this sub-section has a check box used for identifying the Customer as a third-party Customer.  For more information on third-party Customers, please refer to the Third Party Billing Job Aid .
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You can navigate among the sub-sections using the scroll bar to the right, or by clicking the links in the Secondary Navigation Panel.
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The Organization sub-section has information regarding the type of Customer.
· Organization Type = Company or Individual
· Classification = The type of entity this is (corporation, individual, etc.)

· 1099 Indicator = The record is typically not marked as 1099 Reportable

· Taxpayer ID Number = Expected for all Customers
· Taxpayer ID Number Type = SSN for Individual, EIN for Company 


Also available on the Vendor/Customer section of the record is Change Management, where information on the last update to the Customer record can be viewed.
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The Address section Grid portion of the page shows all addresses currently active for this Customer.  All Customers are required to have at least one Billing address.  

The Address Line you are looking at is marked in the Grid by a check mark to the left of the line.

The upper portion of the page shows the Address Type (billing, etc.), as well as the Active From date.  Customers must have one record for each type marked as a default record.  This is marked by the Default Record check box.

Each unique address entered on a Vendor/Customer record is assigned a unique Address ID code.  The Address Type is then associated with that Address ID.  If a Customer provides notification of an address change, and that address is associated with multiple Address Types (if the record also had a Payment record, for example), only one address will need to be modified.

The Certification page again shows the status of the Vendor/Customer record - active, inactive, etc.  This page also has a Change Management sub-section, showing the detail of the last person to update this information.

There is a “Create New Record” link at the bottom of the Vendor/Customer section of the VCUST table if the Customer being added does not already exist.  This will bring you to the Vendor Customer Create (VCC) Document.  You will create a new VCC document now, and view some of the information captured here.
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The Vendor Customer Create (VCC) Document is used to enter new Customers onto the VCUST table in MMARS.  The VCUST table you just reviewed holds all Vendor and Customer record information.  The VCC and VCM documents will be used for writing information to this table.


You are now viewing the Header section of the Vendor Customer Create (VCC) Document.  The Secondary Navigation Panel has a different set of links than those on the VCUST table.  These links correspond to the different sections of the VCC Document. 
  
There are no requirements in the Header section of the document, however the description fields can be used for notes that can be helpful to CTR in identifying why the document has been entered.
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Basic Customer information is entered into the Vendor/Customer section. Organization Type and Customer Name are entered in the General Information sub-section. 


Other sub-sections of this page correspond to the sub-sections on the VCUST table:
· Account Indicators = Third Party information is specified here
· Organization = TIN and TIN Type are entered here
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Information entered here is written to the Address section of the VCUST table

Address Type is selected 
in the General Information section.

Address Information = Customer address(s) are entered into this sub-section.
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The Billing Profile for this Customer is selected in the Customer Account section.  Billing Profiles are established by the Office of the Comptroller and are viewed by departments on the Department Billing Profile (DBPRO) table.  Users should know what billing profile is being used prior to the creation of a Customer record.  The VCC document will list one Billing Profile to associate with the Customer, but additional profiles can be associated on the Customer Account Options (CACT) table.  We will discuss the Billing Profile more when we view the Customer Account Options table in a few moments.

Third-party information is entered in the Third Party Options sub-section.  Please refer to the Job Aid for more information.
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The Certification section is the section of the VCC that determines what type of entity is being recorded - a Vendor, Customer, or both.  Active Status and Approval Status are both set here, flagging what types of information MMARS will validate to ensure the document is complete.  From here, the document will be submitted to Workflow.

For additional information on creating a new customer, see the Create a Customer job aid See the Create a Customer job aid. 
http://ctrpartnernet.ctr.state.ma.us:1645/New/HowTo/JobAids - 3.9/JobAidsDownloads/VC_J06.docx 

A VCM document's Secondary Navigation Panel links
Next, we will review the Secondary Navigation Panel links for a VCM document.  They are a bit different from those in a VCC, allowing for modifications to be made to only the part of the record that needs to be modified. 
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The VCM document has a larger selection of sections and sub-sections for modification.  This is because there may be times when only one piece of information needs to change.  From the Customer record on the VCUST table, the modify links at the bottom of the record will create a VCM Document carrying forward whatever information is currently being viewed on the VCUST.  If an address is being changed, after navigating to the Master Address portion of the VCUST table and clicking the modify link, the VCM will pull forward that address information to the Master Address section of the VCM.  If a new address type was being added, but the address itself was already recorded on the VCUST table for this Customer, the modify link from the Address section of the VCUST table would populate the Address Information of the VCM document.


To update Customer information, the following sections of the VCM Document will be the most commonly used:

· Header = Changes to Legal Name would be captured here

· Vendor/Customer = Changes in TIN information are entered here

· Master Address = Changes to an existing address

· Address Information = Change or addition of an Address Type (Billing, etc.), or addition of a new address

· Customer Account = Changes in Third Party options would be done here

· Certification = Changes to certification, or adding Customer Certification to an existing Vendor

The Customer Account Options Table
Finally, we will view the Customer Account Options table.  Prior to creating a Customer, or looking up a Customer on the VCUST table, the department will know why the Customer is being billed.  They will also know whether the Customer will be invoiced or receive a statement, and where the Customer's remittance should be sent.  All of this information, as well as information for late or dunning notifications, are set up on the Department Billing Profile Table - DBPRO.  The Office of the Comptroller maintains this table, but departments can look up their department's Billing Profile options here.  This Billing Profile is then associated with a Customer.  This is initially set up on the VCC Document when a new Customer is added to the system.
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All records on the VCUST table are globally owned.  In some cases, many departments may have the same Customer, and many areas of the same department may have different billing needs for one Customer.  This one Customer will have one record on the VCUST table, but will need to have different Billing Profiles associated with it.  The Customer Account Options (CACT) table allows each user to associate the Customer with their own department billing profile.  


New records are entered onto this table by clicking the Insert link at the bottom of the scalar section of the page.  This inserts a blank record where the user can enter the Customer ID and the billing profile they wish to associate with the Customer.  Billing Profiles are only associated with the Customer here, they are not created.  If a Billing Profile doesn’t exist on the Department Billing Profile Table (DBPRO), the Office of the Comptroller will need to make this addition.  

This concludes your high-level overview of the Customer process in MMARS. 
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