Commonwealth of Massachusetts 

Executive Office of Labor and Workforce Development

Department of Career Services (DCS) 

Electronic Invoice and Payment Voucher Instructions

To facilitate the timely and accurate processing of Payment Vouchers, please complete the numbered areas 1 - 4 on the attached Electronic Invoice Payment Voucher:

 (1)  Complete the Vendor Information section in its entirety as follows:

· Insert Invoice Date, Date of signing and submitting invoice (mm/dd/yyyy)
· Insert Legal Name of entity
· Insert D/B/A or A/K/A Name if Vendor is Doing Business As another entity or Also Known As another program name
· Insert Payment Address: City, State and Zip Code in the areas designated

· Insert the name of the Contact Person on the Commonwealth of Massachusetts Standard Contract Form
· Insert the Phone number of the person who can be contacted about the information in this document
· Insert the MMARS Doc ID (Found in the right side of Standard Contract Form)
· Insert your assigned Vendor Code (Starts with “VC” found in left upper side of the Standard Contract Form, under “State of Incorporation” category)
· Insert your organizations FEIN – Federal ID Number
· Insert indication if additional ATTACHMENTS and/or Comments are being forwarded with this payment request*
(2)  Insert Dates of /Service(s) where indicated for services provided by this invoice only
(3)  Insert Total Invoice Amount, total amount you are requesting per invoice 
(4)  Insert Vendor’s Certification, sign and date certifying services were rendered accordingly. Please note: The Electronic Signature is the vendor’s Official Signature
Send completed Invoice/Payment Voucher(s) and any required supporting documentation to:  accountspayable@MassMail.State.MA.US  
Please reference “PEER-TO-PEER” program name and your vendor name on the subject line of the email you send to Accounts Payable
* Note:  If the vendor’s attachments are too large to send via one email, please send by two emails or attachments may be sent to: 

Executive Office of Labor and Workforce Development

Department of Career Services

Accounts Payable, 5th floor

19 Staniford Street

Boston, MA  02114

Payment Information may be obtained on-line at the Commonwealth’s VendorWeb site as follows:
· Go to https://massfinance.state.ma.us/VendorWeb/vendor.asp 

· Click on “Login” 

· Enter your unique Vendor Code (e.g., VC6000123456), which is found on the 6th box of your Standard Contract Form
· Enter the last 4 digits of your tax ID number
· Click “Login” 

· Click on “Payment History” on the left-hand side of the screen
· Select “EOL – DEPT OF WORKFORCE DEVELOPMENT” from the scroll-down Department search menu
· Select “Current Fiscal Year” or other appropriate payment dates criteria from the Date Range scroll
(By default, the results will be Grouped by Payment and the “Download search results to your computer?” is No)
·  Click “Search” 
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