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Job Aid:
How to Complete and Submit a Sales Report: Uploading Sales Data Template

This Job Aid shows how to:

e Access the Sales Reporting module (Step 1)

Find reports to be submitted (Step 3)

e Download the Sales Data template (Step 5)

e Upload the saved Sales Data template (Step 8)

e Enter your Supplier Diversity Plan (SDP) spending (Step 15)

e  Submit and sign your report for review (Step 22)

Refer to the associated Quick Reference Guides or supports:

1) Submitting a Zero Sales/Zero SDP Report:Quick Reference Guide (QRG) Adding Zero Sales
2) Manually enter Sales Data:QRG How to Manually Add Sales Report Data

3) Visit our Vendor Report Management FAQs by visiting the webpage: Vendor Report Manangement (VRM)
FAQs or by entering the URL (https://www.mass.gov/service-details/general-vendor-report-management-vrm-
fags) in the browser.

4) Resolving report errors:Contact your Contract Manager or email the COMMBUYS Help Desk
COMMBUYS@mass.gov (COMMBUYS@mass.gov) or call 888-MA-State (627-8283).

Note: Do not modify the Sales Data template: changes to the template, file format, or invalid data entries will result in
import errors.

For Technical Customer Support, go to the Vendor Report Management system, click Contact Support, and select the
support type from the list.

Screenshot Directions

Step 1: Log into the Vendor Report
Management (VRM) System

FERT S - 1. Launch the Vendor Report Management
Vendor Report Management system by entering the URL

System (https://massosd.gob2g.com/) in the
P ., WRERE FIT e LR ) browser.

[ ogm

2. Click Log In in the middle of the VRM
landing page.

e St e b 3 et o |y bemmn | e 4

System Access Login Step 2: Log into the VRM System

! Enter the Username and Password and click
Login.
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Complete and Submit a Sales Report: Uploading Sales Data Template

Directions

Step 3: Access the Sales Report tab

Use either of two options on the home page
to access the Sales Report:

a. Inthe Dashboard section, click
the Sales Report hyperlink OR
b. Under the View navigation

menu, click My Sales Reports.

Adiartang.
Mackating and
Evnt Blanning

Step 4: Find Pending Submission Reports
Messages | Sukes Solctasons | Ouseach |
oom ONLY o assined 000 1. Onthe Sales Report tab, filter the
reports by status.
From | 1082016 To: 10082019 Go . .
- ’ = 2. Any report with a “Pending” status
resort clck Usgr Mpngal . .
Y Status VRsporting Period  Duelate  Gubmitted  Raviewsd Qrganization Contract reqUIres attention.
wlid L 3. Click View to access the corresponding
it () Pending Submission August 2018 018 MAOSD NLI018:
QRGTest28 report.
Vigw () Pending Submissicn hi-Sep 2018 42018 MAZED BRFIT:
‘lr?;::‘:w
Gt () Pending Submissicn 5ep 2016 142018 MACSD AR
Averteeng.
Maketag #nd
Event Planning
Services
Vigw ([ Pending Submissicn (Past Due) Apr-Jyn 2008 De/14/2m8 MAQSD [

Step 5: Download the Data Template

If you already have the Data Template, skip to
Step 8.

On the This Sales Report tab, select the
Download Template link in the Additional
Information section.

Download Data Template

Click & burten to download the data template.

Y

Download to XLSX | | Download to XLS | | Close
=

Step 6: Select the Excel File Format
I Download to XLSX
1. Download to XLS

Note: The template has been downloaded to
your computer. Data entry should be done
outside the web browser.
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Job Aid:

How to Complete and Submit a Sales Report: Uploading Sales Data Template
Screenshot Directions

Step 7: Enter Sales Report Details
Fomuss Data  Review View  He ate 1. Enter the sales information for the
% — B 2 oren || Econsinmtfomting: | Briset - |3 - reporting quarter in the Data worksheet.
By = e $ % ffomatas Tabler Eroeete - ¥+ P~ 2. Save the completed Data Template. The
Paste BIu~-H-5b A =5 o 0 — o . .
. ¥ EE 9 88 Dasye Efomat- &+ saved template will be uploaded during
Cighoard Font G Mignment G Number G Styles Cells Edting & the Upload Sales Data step.
k12 . k “|  Reminder: Do not modify the column headers or
; A I 8 ¢ o 3 s H +| add extra columns.
PuachataEniHame | FuciceMamber | booiceD PodoiSemoe [ i | abie | Gy | PeT0dPuchse | . .
2 ' [ | o ‘ | ‘ [ foon, Instructions on how to input data and save the
il | file are detailed in the Cover Sheet tab of the
L)
5 Template Workbook.
:_- — M
Cover Sheet | Accepted Values I Datal ® i e y
Sales Reporting: View Sales Report Step 8: Access the Sales Details
(s | | s Eece| )
x4 T e ek T o i 1. Return to the VRM System in the Web
e B e browser.
D Select the This Sales Report Tab.
s oyes Sppies 3. Click View/Add Sales Details in the
FERORTING 32200 Apefun 2018 Reported Sales section.
STATUS Pending Submission
DUEDATE g
‘ Reported Sales ‘ Diverse Expenditures
$0 trom 0 recorss $0+0.00%
| View/Add Sales Details View/Add Diverse Expenditures
Sikii —— m Step 9: Upload Sales Data
“""':'l""""h" Jo-n . The system automatically advances to the
et O sesinvw | Report Detail tab.
Dewivat v
Al Bttt . o : o Click Upload Sales Data.
CUOER I3 LOOIR TOMEC %y "RCTE LR e DVEDNS I TN SO0 Of e 152 50 000 "eCOr9S 13 e IR Ay xmuugr:.,urt.urrn | a
3 TR Oy "eCords TR Ut DO
Snascieiens 0000000
Atwn  Sdea Somex 4 dedeee ey e pt) o
N2 W AL See 3wt for e
A3 Racord Maraly lwwmlo—
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Screenshot

Directions

Step 1: Upload Data File

Click Chvoose File to choase a ie from your computer and cick Upload File 2o cantinue. The file will be wploaded to the system.

No il chosen

SELECTRLETO UMLORD *

Step 10: Upload the Completed Sales Report

1. Select Choose File and navigate to the
saved Data Template containing the
sales information.

2. Click Upload File.

“.iavlmpoﬂt)ueue‘ ‘Ftewrn(onemrdljsll

Internet Explorer Users appearance difference

Note: Internet Explorer Users have a slightly

Step 1: Upload Data File

Click Browse. 1o choose » fle from your computer and click Upload File 1o contirue, The file wil be upioaded 1o the system

SELECT FILE TO UPLOAD *

[
=

View Import Queve || Return to Record List

File wpioated pending bemplate and fie format vaidation: cick Valiate Template and Fie Farmat ta continus

P T
fuh

[

Step 2 Validate Tomplate aed e Format

Fie upleaded, prasing lempliae sad fle barmat vilidation
Gnta Homglene - FRER - AL sha

valdate Temgiane and Fis Sormal

Concrlmport | ViewQueve  Uphoad Another Fle | Close

different appearance.
l. Click Browse to locate the file.

IIl.  Then select Upload File.

Step 11: Upload Process

Successful Data Template upload involves four
(4) phases:

l. Phase i: 25% - Initial file upload: The
system has received the file.

Click Validate Template and File Format.
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How to Complete and Submit a Sales Report: Uploading Sales Data Template
Screenshot Directions

Step 12: Upload Process

Tosmplate and Bl forma validated. pendiag data valdatiore cick Vadk tacseen ”

Phase ii: 50% - Template and file
format validation: The system has

Sales Repeet Information

U validated the file format and column
— names.

Click Validate Data.

Saep 3: Vidate Data

Concelimport ViewQuewe  Upload Ancther e Close

Step 13: Upload Process
Il Phase iii: 75% - Data Validated

Sales Repert Information

ot The system indicates the number of records
: identified for uploaded.
EESSSSSSSSSSSSS v
T For instructions on how to address errors, alerts,
e eapepepe and records requiring review, please contact the

. COMMBUYS Help Desk.

Click Transfer Data.

Cancelimpon | Vew Queue || upload Anates Fle | | Clase

s oot et S s Step 14: Upload Process
V. Phase iv: 100% - Upload Complete

The file upload was successfully completed.

PRI Tedtn

— Click Done.

The screen will refresh to display the Sales
Details tab and the uploaded records.

16 Data transferred into sales report; import complete
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Screenshot

o B recoe 1o the bat Ary ssoes ane Ragped By 8 SIBTLE 4630 50 The FghT: Ties 13 BT ondy recnics That regrane Lpdace.

iew S Smbolleperd O S O 0 0 O
Uniar Mam

Directions

Step 15: Provide Supplier Diverity Plan
spending — (Diverse Expenditure)

If you do not have SDP spend, skip to Step 22.

Use this list to report diverse expendiures for vendors indluded in prior sales reports. To dd a vendor to this sales repor, enter 2 dolar amount. To not indude 3
verdor in this sales report, leave the amount blark. Firms that do not hald the comect credentials will be flagged afer validation. To edit a payment amount already
reparted, return to the report summary and edit the particular vendor record.

Deverse Expenditure for

Previously Used Dterse Firmiy) Cassfications = Commeety
Ak A Commercial Cleaning, Inc. MBE, WEE | l
(CHAR ENERGY EQUIPMENT, LLC O Bigile cenfication nox found To add this firm o the sales report, it muss be manually

¥ i an gitanson requested,

Save Payment Information | | Cancel

Sales Reporting: Add Diverse Expenditure(s) to Sales Report

T ndd o dhvarse frm b0 the raport, ¢k Gt Diverse Fiem from Diotabase and soarch for the verdor, NOTE: The saaech wil preil
vrable o find the you re peeking, uncheci the cer fowmn mm&m:.! ptorg in the certfanon prramenes 0o epand the search ol
bt reguired [ aCate The vendrs Credencdls when el

Aaavon vnrch pavametens. I you're
verdor records i the dasabase. Tou vl then

¥ rored mtry

Add a New Diverse Expenditure

SELECT AVENDOR FROM THE DATABASE *

Gt Drverse Fiem From Database

m s e - 1. Select the Diverse Expenditure tab
st S e o 2. Click Add Diverse Expenditure.
Step 16: Enter Supplier Diversity Plan (SDP)
Report Diverse Expenditures for September 2018 spending

If you have reported spending with an SDP
partner in the past, provide the spending
information here.

1. Enter the Diverse Expenditure for the
reporting period

2. Click Save Payment Information.

If you have reported all your spending skip to
Step 22.

Internet Explorer User screen

Add a New Diverse Expenditure

SELECT AVENDOR FROM THE DATABASE * Type name of dverse firm
+ " Do 0 e et for whaaed (o "o,
K O MBIV, DU QUACHARON NG 190 MY MO0

+ Cck Confirm Ther 2 Vendor iha seiectng vndor 39 100k 9 03 MO 10 24 et 1)

Step 17: Finding Supplier Diversity Plan
(SDP) Partners

If you have not previously reported SDP
spending with a particular SDP partner, you must
find that partner in the database.

Click Get Diverse Firm From Database.

Note: Internet Explorer users have a slightly
different screen.

Click Get Diverse Firm From Database.
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Search: Certified Vendors
Sanrch for certified wendors using rames, lotation, classificasion, andior ather triteri. Enser information into any of the bues below and chck one of the search buttons. Some parameters
iy b regquired.

H the firm you are seeking is rat lised, ry ghtaring she form 10 remave the certificarion paramesers and search again.

Search First 20 Matches | §| Search All Matches | | Clear Form | | CancelfReturn

Search Parameters

How to Complete and Submit a Sales Report: Uploading Sales Data Template

Directions
Step 18: Finding Supplier Diversity Plan
(SDP) Partners

1. Enter search criteria to find your SDP
partner.

2. Click Search All Matches.

Business Name/DEA . .
e et S8 TG e o If you do not find your SDP partner in the

o—— usrame Coras e database, contact your Contract Manager.
ey

Seate/Proviny US. StatesProvinces Coradisn Pronerces

Tp CoderP Code US. Zip Code Caradian Postal Code

Phone Area Code
oo s = > A S o Step 19: Find and Select SDP Partners
BIERMANN SERVICES, INC. 2139527728 Mass WBE  Acve
SOV e g g g 1. Locate your SDP partner in the search
— o g —— results.

BK TILE & STONE, LLC Mass  WEE  Acve Selest Vendor .

= - - e Bl 2. Click Select Vendor

BLAKELY CONSULTING, LLC DORCHESTER MA Mass  WBE  Acove Select Vendor

BLC PAINTING, INC. SALEM, MA Mass  WBE  Acve Select Vendor

BLUE DYNASTY & TRAVEL, LLC MATTAPAN, MA Mass  WBE  Acove Select Vendor

DNERSE Fs Bog Garms Enctitiers bncorparated (sinar yender euygnmant)
DRARSE DPNDTUR 2

CLagsameaTiong wet

COMMENTS

Step 20: Enter SDP Spending

1. Enter the diverse expenditure for the
reporting period for the SDP partner
along with any relevant comments.

2. Click Save.

& Tavms Mg | Tros Sues Magant | Magant Cunad | Doweria Enponinares

frees Faiad e 2
¥ Comracn 068 Tast Camtracn St Funtng i e
Puriniy s e

iy recor N Thet e wpden

Mo Spa Seriileped S OO0 O O

frne—
S et & Dt [ Bemmart. s Mt
Rt d
e L Big G Ourtimens incorpireind Wit #1800 o
A Deverse Expendtures Delete All Records Download All Records

Step 21: Additional SDP Partner Spending

Repeat Steps 15 — 20 to report additional SDP
partner expenditures.
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Job Aid:
How to Complete and Submit a Sales Report: Uploading Sales Data Template

Screenshot Directions

Sales Reporting: View Sales Report Step 22: Submit the Sales Report

a3 Saws This Sabes Ragort Datal | Dvwse Espassens | .

o o o e ot e 1. Select the This Sales Report tab.

£ 2. Click Submit Report.

| Sales Report Information |

VENDOR Doyle's Suppises

REPORTING PERIOO Ape-jun 2018

Reported Sales | | Diverse Expenditures

$50 t-om 1 recoras $0+-0.00%
_mmmsunnm_ Immmabq;«wu_
Submit Report .
aose | Step 23: Sign and Submit the Sales Report

Sign & Submit This Sales Report A digital signature is required to confirm the

report submission.

Enter your name and information below to sign this sales report. Review any acknowledgement(s) required, check the box{es), and
¢lick Submit Sales Report 1o complete the process.

1. A dialogue box appears and the

(Type yourfu, legai name Type your tve" following information must be provided:
Zoe Pacheco Office Manager

Type the legal name of your organization* Enter today’s date* a. Legal name Of |nd|V|dUa|

\ Doyle's Supplies BNB018 (mm/delvny) completing the report

@ [y checking this box, | attest that the information in this sales report is accurate to my knowledge. b. Job title

@ [y checking this box, | confirm that there are no diverse expenditures to submit for this reporting period. C. Legal name Of the business

organization

d. Today’s date

2. Select the appropriate checkbox(es).
3. Click Submit Sales Report.
4. Select OK in the pop-up box.

Step 24 S Report Submiced

==| A message displays confirming the sales report

sales Report Information was submitted. The report has been forwarded to
ioos Doyte's Supphes the OSD Contract Manager for review.

REPORTING PERICO Apriun 2018

stanus Submited, Pending Review You have the option to withdraw, edit, and

SUBMITTED 202 Pacheco on 8/18/2018 (Yiew Signature)

resubmit the report if changes are necessary.

Reported Sales Diverse Expenditures However, once the report is accepted by OSD,
$501em 1 cores $010.00% changes are no longer possible. Contact your

o e = Contract Manager to discuss.

This report has been submitted but not yet reviewed. If changes are necessary, you can withdraw the report, edit, and resubmit. However, once the report
15 accepted, no updates are permitted

:W'NRM!1
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How to Complete and Submit a Sales Report: Uploading Sales Data Template

Vendors may save sales data in a source file and copy the data into the Data Template of the Sales Report
template. Be aware of the following:

e Review the Cover sheet of the report template for instructions on how to enter the data and the
acceptable values to be used.
Ensure data is entered in the correct column.
Do not modify the column headers.
Do not add extra columns.
Save the completed report on your computer’s desktop, a flash drive, or system network for easy
retrieval.
If you have sales data questions, contact your Contract Manager.

Handling Errors

The system will identify if there are errors and will specify the type of error. The sales report cannot be
submitted until errors are corrected. View the Error File and use it as a guide to correcting your data.
Here is a list of possible errors:

e Missing invoice number

e Incorrect date format, (date format: MM/DD/YYYY)
Missing product or service name

Missing Unit of Measure

Missing Unit Price and Quantity

Incorrect total sales cost

Incorrect value for a particular field

Purchasing Entity name is not recognized.

Save and Resubmit

After all errors are corrected, save and resubmit the report. Since the report already has sales information, the
following may appear: Append or Clear.

e To keep both sets of records, select Append.

e Toremove the existing record(s) and only save the most recent upload, select Clear.
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