Vendor Overview

All Vendors of the Commonwealth are recorded on the Vendor/Customer Table - VCUST - in MMARS.  All new Vendors are entered onto this table using the Vendor Customer Create (VCC) Document.  Any modifications to existing Vendors 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.  All new records are automatically numbered by the system upon creation of a VCC document.

A Vendor of the Commonwealth is an entity from which goods or services have been purchased.  A Vendor must have a status of Active on the VCUST table prior to being available for encumbrance or payment.  The Vendor status is located on the Certification section of the VCUST table.

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.  
Vendors and Customers 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 required for all Vendors, and expected for all Customers.  If the TIN resides on an existing record, MMARS will only allow a new record entered with authorization from the Office of the Comptroller
There are often times when a Vendor of the Commonwealth is also a Customer of the Commonwealth.  In MMARS, a record on the VCUST table can be certified as BOTH a Vendor and a Customer.  Prior to entering any new Vendor information into MMARS, it is important to search the VCUST table to verify that there is not already a record for this entity.

Within the Page Search to locate the Vendor/Customer list type VCUST* 
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Searching for a Vendor/Customer

The most commonly used field for a Vendor search will be Taxpayer ID Number, Legal Name, and Last Name.  The Vendor Customer field is where you could enter the Vendor’s 12-digit code. These codes begin with VC followed by 10 numbers.  All Vendor codes are automatically generated by MMARS upon the Vendor being entered into the system via the VCC document.

Taxpayer ID

The Taxpayer ID Number is where you can enter the TIN number for the Vendor.  All Vendors entered into MMARS are required to have a TIN number. 

Legal Name

The Legal Name field is where you can enter the name of the Vendor you are searching for. Please note when you fill in this field you should do the following (example: Vendor/Customer field: Type VC* then in the Legal Name field: *JONES*.)
Last Name

The Last Name field will be a very helpful field for searching on an entity classified as an Individual. The Vendor/Customer Bureau within the Comptrollers recommends you type in all caps.


Vendor/Customer Table (VCUST)

This page allows you to maintain the primary information about a vendor/customer.  The information contained in this page determines how Accounts Receivable, Accounts Payable, and EFT (Electronic Funds Transfer) transactions are handled.   This page also contains the Discount Terms for Prompt Payment that the Vendor/Customer may offer.  Vendor/Customer records are made active and inactive using this table. The Active Status of a Vendor/Customer record controls the use of that Vendor/Customer on certain documents.
Depending on your site’s security setup, records can be added to this table manually or through a Vendor Customer Creation (VCC) document.  Records can be modified on this table manually or through a Vendor Customer Modification (VCM) document.  You can click on the Create New Record or Modify Existing Record links at the bottom of this table to easily create these documents. You can also create these documents from the Document Catalog.

[image: image7.png]Close.
Generalinfo
Headauarers VendoriCustomer Legal Name Vendor Active Status  Customer Active Status
Organizaon VCU000104445 G AROGERS ING nactve ctve
VOUOUITIETI G ARUSSOING nactve Active
Dot OV VO00O0G85234 G A CONNEGTION ING nactve Active
i e GAmcOssONNC e e
Remittance Advice VOS000120228 G AJABOUR @ TRUCKING _Inactive nacive
e VOSOO0156755 G AWILLIAMS & SONSING  nactve nacive
ccounts Receivable VOS000167162 G AFIELDS & SON TRUCKING Inactive nacive
o VO000184684 G A GLIMO & SON ING nactve Actve
ehAL VOS000185130 G AWOODLAND INC Actve nacive
Location Information VOS000189467 G A HITCHCOCK ING Actve Active
Change Management First Prev Next Last
Address
Save Undo Delete Insert Copy Paste  Search 9B
Business Ty
vee v General Info
Service Area e "
fendoriCustomer : \(C5000062941 Restrict Use by Department : [
Commodity Legal Name : G A BLANCO & SONS It [)
Authorized Dept. AliasiDBA £ =l
Prevent Spending ) Vendor Active Status [T v “Third Party Only : [
Certification Vendor Approval Stafus : Complete “Third Party Vendor : [
Vendor User Information Customer Active Status :[Inacive. v “Third Party Customer: |









Grid information

When viewing the grid above you will notice 10 records show at one time, to scroll to view the next 10 records to choose Next or Prev to return back.  Whatever Vendor/Customer appearing in orange and with a check mark that is the information you will see below.  Besides seeing the Vendor/Customer Number you will see the Legal Name of the Vendor and/or Customer and the Vendor Active Status field as well as the Customer Active Status field.  A Vendor can also be a Customer of the Commonwealth.

Vendor/Customer Table View

The Vendor 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. 
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The General Information sub-section has listed some basic information for this Vendor.  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.
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The Organization sub-section has information regarding the type of Vendor.
Organization Type = Company or Individual

Classification = The type of entity this is (corporation, individual, etc.)

1099 Indicator = The record is marked as 1099 Reportable

Taxpayer ID Number = Required for all Vendors

Taxpayer ID Number Type = SSN for Individual, EIN for Company 
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The Pre-Note EFT sub-section gives the user information if the Vendor/Customer is going to get paid electronically.  This is not required for Vendors and or Customers to sign up for. Some of the fields are the following:

ABA Number = 9-digit American Banking Association assigned number

Bank Name = Name associated with the ABA number

Account Type = Either Checking or Saving

Account Number = Unique number of the Vendor's account

Prenote Request Date = Date record was submitted to prenote.Status of the EFT account is determined by this date if there is no response from the bank.

EFT Status = This field will update upon verification or rejection of the entered EFT account information

Other information available on the Vendor/Customer section of the record includes:

Vendor Terms = discount information for this Vendor

Change Management = information on the last update to the record
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Address Section:  

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

Address Information Sub-Section:

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 Vendor provides notification of an address change, and that address is associated with both the Address Type of Payment and Procurement, only one address will need to be modified.
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Contact Information: 

Encumbrance and Payment documents require Contact information for Vendors.  This information is captured in this sub-section, and will be inferred from here to Encumbrance and Payment documents.  As with addresses, contacts are assigned unique numbers for each record.
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Business Type: 

All Business Type information regarding the Vendor is located on this table.  Users will enter W9 and EFT authorization, but other certification information will reside here, including Vendor Terms and Supplier Diversity information.  Each line will be listed in the Grid at the top of the page.
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Certification:

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.




Creating a New Vendor/Customer (VCC)

From the Document Catalog Page you can create a new vendor/customer record known as the (VCC).  
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Once you fill in your Doc ID fields check off Auto Numbering – this will create the 20 digits ID within the Document ID itself.

When inputting the information within MMARS for a New Vendor/Customer or a Modification you must type in ALL CAPS.

Vendor/Customer Modification
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 Vendor 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 Vendor, the modify link from the Address section of the VCUST table would populate the Address Information of the VCM document.

We have job aids that give a field-by-field description on how to input a VCC and a VCM from scratch that will include all paper needed to process.

For more detailed information you may consult the Job Aids on the CTR intranet site. 
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