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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 

1. Login to Advantage. 
(step not shown) 

2. Navigate to the Vendor 
Customer table 
(VCUST) through page 
search. (step not shown) 

NOTE: You can also 
navigate to VCUST 
through the 
Vendor/Customer 
Workspace. 

3. Locate the Vendor you 
wish to modify. (step not 
shown) 

4. Scroll down VCUST and 
select Modify Existing 
Record. 
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5. Enter your Document 
Department Code.  

6. Select Auto Numbering. 

7. Select Create Document.   

 

 
8. This will open up a VCM 

document in Draft phase. 

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

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

10. Select Save. 
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11. Navigate to the 
Vendor/Customer 
Section.  

 

 
12. Delete the line since 

we are not making 
any changes to this 
section of the 
document. Select the 

delete icon . 

 

13. The user will be 
prompted to confirm 
the line deletion. 
Click Yes. 
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14. Navigate to the 
Address 
Information Section. 

 
15. Select Insert New Line.  

16. Select New as the Line 
Action. 

17. Select New Address 
Type of Billing.  

18. Select Auto-Generate 
box. 

 

19. Navigate to the Address 
Information tab. 

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

21. Select Save. 
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Navigate to the Other 
Address Information 
tab. 

Check the Default 
Record box and save. 

 

 

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

23. Navigate to the Contact 
Information tab.  

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

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

25. Navigate to the 
Certification Section.  
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26. Select Insert New line. 

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

 

28. Change Customer 
Active Status to Active. 

29. Change Customer 
Approval Status to 
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:  

 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. 

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

 

Verification Tables 

 VCUST – Once the VCM document is finalized, the modified record will be available on the Vendor 
Customer table. 

 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.  

 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.  

 
 
 


