Setup An Existing Vendor as a Customer (VCM) Quick Reference Guide

Introduction

The VCM document is used to modify a Vendor Customer record that previously exists in the database.
This document allows you to modify the records on the Vendor/Customer (VCUST) table, 1099 Reporting
Information table, and the Customer Account Options (CACT) table. In this guide, the VCM document will
be used to setup an existing Vendor as a Customer.

State of Maine Policy

The VCM document will be sent through workflow for approval and may be rejected at points in the
workflow, but will require further editing or cancellation since the document does not have the “Final”
status at this point. If the document is in “Final” status, all modifications made to the Vendor/Customer
can be verified on VCUST. All additional changes will require a new VCM document.

For more information on this topic, please refer to the 402 VCUST training book on the OSC website.

Creating a VCM document

# Vendor Ser

1. Login to Advantage. Last Name : Prevent MA Reference : [~
(Step not ShOWﬂ) Company Name : | 11K AND COMPANY Active From ! ns/20/2011 B
Active To: B
2. Navigate to the Vendor Last Usage Date : (5252011
Customer table Department : 2
(VCUST) through page Tl 2,
search. (step not shown)
b Headquarters
NOTE: You can also » Oraanizat
X rganization
navigate to VCUST
through the b Disbursement Options
Vendor/Customer b Prenote/EFT
Workspace.
b Remittance Advice
3. Locate the Vendor you
. . b Vendor Terms
wish to modify. (step not
shown) b Accounts Receivable
4. Scroll down VCUST and b eMALL
SeIeCt MOdva EXIStmq P Location Information
Record.
P Change Management
REATE DOCUMENT= Create New Record Medify Existing Recerd
PDATE= O Headguarters ¥ Add 1088 Information Entry  oF Add 1042-5 Reporting Information Entry
EARCH B> F Master Contacts  F lMaster Addresses O Wendor Commodity oF Vendor Addresses  OF Wendor Business Types
# \endor Tranzaction History
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5. Enter your Document
Department Code.

6. Select Auto Numbering.

7. Select Create Document.

Create Document

Document Code

Document Hame Default

~ WL Vendor/Customer Modification Mo
Firzt Prev Mext Last

Document Department Code @ pap | 5

Document Unit Code :

Document D :

Auto NHumbering : |—I¢ 6

Create Document Cancel

7

. This will open up a VCM
document in Draft phase.

NOTE: Itis
recommended that you
enter all data in upper
case characters. TURN
ON CAPS LOCK.

. Enter the reason why you
are modifying the vendor
record in the Document
Description field.
(SETTING UP VENDOR
AS CUSTOMER)

10. Select Save.

lv«m«:mwrmwawcm Depe 040 1D 20110822000000000053 Verz 1 Fumction: New  Phase: Drad | @ [Tl oL ol

= et view
Genernl iInformanon [IEERE

VendoriCustomern: V00000157784 &
Legal llame: L ie)

Headquarters Code: UL

Document llame: |
Aeeard Dute: ]
Document Descriplion: SETTING UP VENDOR A5 ﬂ El

Tracking lumber:

Pretu:
vEsmitated: [T
Changes Rejected: [T

Nerver Archive: [~

| A save || 5 unee |

|
Regect Cranges | | Undo Amect Cranges

(3 cooy| LB} vaiee | | E3 Seeme]| | [ wcars |

b prnt | | Processag v | [ weectow = | [ Finw | | B3 cise
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11. Navigate to the
Vendor/Customer
Section.

| Document Navigator [x]

Header

Headquariers

11

1058 Reporting Informaticn

Vendor/Customer

1042-5 Reporting Information
Master Address

Address Information
Customer Account

Contacts

Buzinezz Type

Service Area

Cormmaodity

Authorized Dept.

Prevent Spending

Certification

12. Delete the line since
we are not making
any changes to this
section of the
document. Select the

delete icon.

Line Action

Meodify JILLIAN AND COMPANY

From 1 to 1 Total: 1

Line Action: | Modify ¥

Vendor/Customer: wC0000157785

T

Summary of

roval Modifications

Legal Name

1arterg | Qrganization | Disbursement Options | Prenote/EFT | Remittance Advice

(VCM) | Dept: 08C  ID: 20110522000000000052 Ver.: 1 Function: New Phase: Draft | -

Vendor Active Status Customer Active Status

By i

Go to line: l_@

Active Inactive

= List View

Vendor Terms | Accounts Receivable | eMALL | Location Information

AliasiDBA: | JILL

Location Name:

Legal Name: JILLIAN AND COMPANY

Restrict Use by Department: [~

Miscellaneous Account: [~

Internal Account: [~

13. The user will be

prompted to confirm
the line deletion.
Click Yes. I

Confirm Delete [x]

4 Are yvou =ure yvou want to delete thiz line?

13 YER Mo
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14. Navigate to the
Address
Information Section.

Document Navigator ]
Header

Headguarters

“Wendor/Custamer

1059 Reporting Informaticn
1042-3 Reporting Information

Mazter Addrezs

14

Address Information

Custemer Account
Contactz
Buzinezs Tvpe
Service Area
Commodity
Authorized Dept.
Prevent Spending

Certification

15. Select Insert New Line.

16. Select New as the Line
Action.

17. Select New Address
Type of Billing.

18. Select Auto-Generate
box.

(VCM) Dept: 08C ID: 20110522000000000052 Ver: 1 Function: New Phase: Draft ‘ -

Line Action

Address ID Address Type Street1 City StateiProvince Zip/Postal Code

From 1 to 1 Total: 1

Line Action: |Hew =

Vendor/Customer:

Bypass Address Validation: [~

LULLERG LI [odify Existing Address | Address Information

Principal Contact

Other Address Information | Prenote/EFT | Remittance

Additional Address Info.
)
Go to line: Go

= List View

Advice | Contact Information | Contact Address Information

News Address Type: | Biling B

New Address ID:

Avto-Generste: 7

&

A Savel %5 Undo ‘ [24 Insert Haw Line‘ [B4 Insert Copied Linel E4 Edit with Grid

Load Values ‘ ‘Vendor/Customer Tablg

vaidate | | E3 suomt | [ ¢ Discard |

3 cooy |

& print | [ Frocessing ~ | [wiorstiow = | [ Fie~ | [ E3 ciog

19. Navigate to the Address
Information tab.

20. Enter the Street
Address, City, State
and Zip/Postal Code.

21. Select Save.

Advice | Contact Infarmation

Add New Address | Modify Existing Add 19 PRSI Otner Address Infarmation | Prenote/SFT | Remittance

=TRIVE

Contact Address Information

steet

Street 2:

123 MAINE STREET

City: | AUGUSTA
State/Provinee: | |12 &

Zip/Postal Code: 04122

Country Phone Code:
Phone:

Phone Extension:
County:

County Name:

Country:

203-938-0412)

&

&|
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Navigate to the Other
Address Information
tab.

Check the Default
Record box and save.

Add Mew Address | Modify Existing Address | Address Information [EenEIgbGIESINGhnEILIE Frenote/EFT | Remittance Advice | Contact Information || Contact

Division/Department:

Additional Address Info.:

Mail Returned: [~

Default Record: [ ‘—

Active From: |
Active To |

Active Address:

ﬁ SavE| =¥ Undo ‘

E::N Inzert Mew Line ‘ E.lq Insert Copied Line |

B Edit with Grid

22. Navigate back to the
Add New Address tab.
Notice upon saving, the
New Address ID will
populate since the Auto-
Generate box is

Load

Add New Address [RUIIIE=RER ]

S || Address Information | Other Address Information | Prenote/EFT | Remittance Advice

Contact Information | Contact Address Information

5!
New Address Type: [Biling -

New Address ID: | D002

Auto-Generate: p@

@

Information tab.

24. Select Auto-Generate.
Enter Principal Contact
and Phone.

NOTE: Phone Number must
be entered in a XXX-XXX-
XXXX format.

checked BY save | |5 Undo | | (B4 inserttew Line | | [Ba Insert Copied Line | | B4 Eit wih Grig Load Values | | VenderiCustomer Tabig
b copy Vahnala‘ B3 Submil‘ [§& Discard ‘ =1 Prinl‘ Processing | | workfiow ~ | [ Fie ~ | | E3 ciog]
23. Navigate to the Contact — =g
Add New Address | Modify Existing Address | Address Information | Other Address Information || Prenote/EFT | Remittance A

Principal Contact ID: | PC004
Auto-Generate: [
Principal Contact: | JILLIAN
English Spoken: [~
Correspondence Type: -
Email:

Phone: | 202-322-0412

Alternate Phone:

Alternate Phone Extension:
Fax:

Fax Extension:

Alternate Fax:

Alternate Fax Extension:

[eieledl by BTl Contact Address Information

Phone Extension:

25. Navigate to the
Certification Section.

Header

Headquarters
endor/Customer

10%% Reporting Information
1042-5 Reporting Information
Master Address

Addrezz Information
Cu=stoemer Account

Contacts

Buzinezs Type
Service Area
Commodity
Authorized Dept.

Prevent Spending

Certification 25
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26. Select Insert New line.

27. Select Load Values. The
Values will be loaded
onto the document.

VCHT | Dept Ter 10 20T Vers T funchon: Tew —Phaser Dan ||~

Legal Name Vendor Active Status

Active

From 1 to 1 Total: 1

Line Action: |odify

Vendor/Customer: yCO000157785

[y LRGSR Summary of Approval Modifications

Customer Active Status

Inactive

By W

Go to line: Go

= List View

Vendor Active Status: | Act -
Vendor Approval Status: [ Complets ¥

Customer Active Status: | nactive -
Customer Approval Status: [ Incomplete ¥

[24 Inzert Hew Line \ [24 Insert Copied Line \ E4 Edit with Grid

A Sava‘ 5§ Undo \

Load values | | vendoricustomer Tabie |

(3 Discarg \

Valma(e‘ 3] Submn‘

[ copy |

& print | [ Processng ~ | [ workiow ~ | [ Fie = | [ 3 Ciose

28. Change Customer
Active Status to Active.

29. Change Customer
Approval Status to
Complete.

(=L il L W RS ELTL Summary of Approval Modifications

Vendor Active Status: [ Active -
Vendor Approval Status: | Complete ¥

Customer Active Status: [ Active -
Customer Approval Status: [ Complete =
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30. Select Validate and
check for errors.
Select Submit. (step
not shown)

31. The document is
submitted to Pending
phase; this is
because the VCUST
record is also setup
as a vendor, as
shown by the “Active”
status.

NOTE:

e This document created
the Billing Address
for the Customer, but
now you need to
process another
VCM Document to
create the Customer
Account. Follow the
steps in the following
Quick Reference
Guide: Add a BPRO
to an Existing
Customer.

e This VCM Document
needs to be
approved by OSC
before you can
continue with the
next VCM Document
to create the
Customer Account.

VendoriCustomer Modification(VCM) | Dept: 05C  1D: 20110522000000000052
Document Navigator X s

Header

Headquarters
vendor/Customer

1099 Reporting Information
[1042-5 Reporting Information
laster Address

|Addre Information

(Commodity
|authorized Dept
Fravent Spending

Certification

Ver:1 Function: New Phase: Penmn;

Vendor Active Status

Legal Name Customer Active 5]

JILLIAN AND COMPANY Active Active

From 1 to 1 Total 1

Line Action: 1odify
VendoriCustomer: /C0000157785

JILLIAN AND COMPANY

PEUnTEIGL RIS Summary of Approval Modifications
Vendor Active Status: | Active ¥

Vendor Approval Status: [ Complets

Customer Active Status: | Aciive ot
Customer Approval Status: [Compiele +

Verification Tables

e VCUST — Once the VCM document is finalized, the modified record will be available on the Vendor

Customer table.

e CACT - Once the VCM document is finalized, the customer record will be available on the
Customer Account Options table. The CACT table is where all of the Customer-Specific Billing
Options Records are stored.

e CUSTS — Once the customer is used on documents, a customer's financial and credit history
across all of his/her billing profiles can be viewed on the Customer Information table.
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