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Adding Users to the Vendor Report 
Management (VRM) System

Guidance for Statewide Contract Vendors



@Mass_OSD mass.gov/osd2

Overview

The Vendor Report Management (VRM) system is used by Statewide Contract Vendors to 
submit quarterly sales reports. Effective October 2022 for FY23 Q1 reporting, Statewide 
Contract Vendors also will submit Administration Fee payments through the VRM system.

Use this guide to set up Administrative Fee staff as Users in the VRM system. 

Guidance to classify Administration Fee staff as Invoicing Contacts in the VRM system, a next 
important step, will be forwarded in the next few weeks.  
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Access to the VRM System

A User with VRM system login 
credentials should access the 
portal at massosd.gob2g.com. 

https://massosd.gob2g.com/Default.asp?
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Set Up a New User

From the system dashboard, select List/Add Users from the Configure box on the right side of 
the screen.
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Set Up a New User

Click Add User.
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Set Up a New User
Complete the requested information and click Save.
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Access to the VRM System

The newly added User will access the 
VRM portal at massosd.gob2g.com and 
select the Forgot Password tile. 

https://massosd.gob2g.com/Default.asp?
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Access to the VRM System

The new User will enter their email 
address and click submit.

They will receive an email asking 
them to update their VRM login 
credentials.
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Next Steps

Over the next few weeks, vendors will receive instructions to classify their Administration Fee 
staff member as the Invoicing Contact in the Vendor Report Management system so they 
may receive important Administration Fee notifications. 

If you have questions about adding a staff member to the Vendor Report Management 
system, contact the OSD Help Desk at 888-MA-State (627-8283).

mailto:osdhelpdesk@mass.gov
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