Job Aid:
Vendor Report Management System
How to Generate an Invoice

This job aid demonstrates how to generate an invoice for the Statewide Contract Administration Fee.

VRM Administration Fee update:

Effective October 2022 with FY23 Q1 reporting, Statewide Contract Vendors will use the Vendor Report
Management (VRM) system to submit both their quarterly sales reports, as well as Administration Fee
payments. Vendors who owe Administration Fee payments for prior quarters should contact the OSD
Admin Fee Administrator for guidance.

Summary of new payment process:
1. Submit your sales report through the VRM system
2. Once accepted by OSD, the VRM system generates your Administration Fee invoice
3. View and pay the invoice through the VRM system.

How to Generate an Invoice:
1. To generate an invoice, submit your quarterly sales report
2. Once submitted, the VRM system will display a text box indicating that the report has been
submitted and is awaiting approval from OSD staff.
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3. The information in the “Sales Report Invoice Information” text box isn’t your invoice. This is the
anticipated invoice amount based on 1% of reported sales.

4. When OSD staff review and accept the report, an invoice automatically is generated, and your
Invoicing contact is notified.
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5. From your VRM home screen, click on “My invoices” in the left side navigation bar to view your

invoices.
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6. From this screen, click the “View” link next to the invoice you would like to view.
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7. Onthe View Invoice screen, you will see your invoice details and total amount due. From here,
you may pay your invoice or request a change, if needed.
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Invoice Details

DESCRIPTION Invoice generated based on 1% of the sales report total.
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