Job Aid:
Vendor Report Management System
How to add an Invoicing Contact

This Job Aid shows how to add an Invoicing Contact in the Vendor Report Management System (VRM)

1. From your Vendor Report Management System home page, or, dashboard, click on the “My
Sales Contracts” link in the navigation bar on the left side of the screen.
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2. Onthe “Vendor Profile: Sales Contracts” page, select the Invoicing “Change” link to open a drop-
down menu. Select the Invoicing Contact from that drop-down menu. This is the individual that
will receive notifications from the VRM.
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3. If the individual you want to designate as the Invoicing Contract is not included in the drop-
down menu, click on the “Users” tab at the top of the screen. Then, click the “Add User” button.
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4. This will take you to the “Contact Information” page. Fill out the required fields (indicated with a
red asterisk *) Be sure to click save when finished to add your new contact. After selecting save,
be sure to go back and add that user as a contact, as detailed in step #2. You can have up to two
(2) invoicing contacts.
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