Vendor Customer Modification - Contact Modification

Scenario

One of the most common uses of the VCM document is to change the Contact on a current
Vendor record. The following steps will walk you through the process of changing the contact
for a vendor.

Contact Modification

A Vendor Customer Modification (VCM) document is created to change or modify information on
a current Vendor record. This document is used to update the Vendor Customer table
information, Customer Account Options table information, and 1099 Reportable Information
table information. No agency approvals are required on the VCM and once submitted the
document will be sent through workflow to the Finance Department for review and approval.

One of the most common uses of the VCM document is to change the contact on a current
Vendor record. The following steps will walk you through the process of changing the contact
for a vendor.

1. Go to the VCUST table and bring up the vendor record. You can click on the Account
Payable Workspace in the dark blue bar at the top of the screen, then click on the VCUST
link. Ortype VCUST in the Jump To box at the top of the page, then click Go.
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Vendor Maintenance

This section includes the vendor/customer inguiry (VCUST) as well as the documents (VCC and VCM) used to add/modify vendor records.
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2. Click Search.

3. Enter the name or vendor code Click OK. Open the vendor record to modify. Always
review the vendor record, as it is currently set up, before continuing with the modification.



(=) https:/femars.ky.gov/ - Search - Windows Internet Explorer . E@ﬂ
Legal Hame : || w/ Last Hame :

Alias/DBA : | | Vendor Active Status :

Vendor/Customer : ir.:.'.'.'!:::::i Customer Active Status :
|

Taxpayer ID Humber : | V55 Registered :

Ok Clear Cancel

Click on the Address Section. Look at the Contact Information section to see if there is
only one, or if there are multiple contacts. Now you are ready to create the VCM.

Go back to the Vendor/Customer Section. At the bottom of the screen, click on Modify
Existing Record.

Enter your Dept #, no Unit is needed. Check Auto Numbering, then click on Create
Document. A VCM is generated with the vendor code and all the information that was on
the Vendor/Customer section of the vendor record.

On Header, in the Document Description field, enter the reason for the modification.
(Example: Updating contact name, phone # and email address.)

[N L (g BV Legal Mame Change | Extended Description | Document Information | Rejection Reasons

VendoriCustomer: =700 A |

=

Legal Hame: CONNE K DOWNEY
Headquarters Code: ., -~
CONNIE K DOWNEY

Document Hame:

Record Date: BEn

Document Description: | Update Contact informaton

Tracking Number:
Prefix:
V55-Initiated:

Changes Rejected:

Ooono

Never Archive:




8. Go to the Contacts section, Insert a New Line.

9. Inthe Line Action dropdown, choose Modify.

|

Line Action Contact ID Contact Name Pho

From 1 to 1 Total: 1

Line Action: Il.mdify hd *_.—-—-

Headquarters:

Add New Contact Contact Information | Address Information

Meodify Existing Contact

Contact ID: &

%

10. Open the Modify Existing Contact tab. Use the Pick List to Select the contact to be
changed.

11. On the Contact Information tab, delete the information to be changed (Example: name,
email address, phone. Then type in new name, address and telephone number.)

Note: The Contact Name and Phone Number are required fields on the Contact Section.

: . |

Line Action Contact ID Contact Name Phone Email
Modify Connie K Downey 502-554-3641 connie.downey@ky.gov
From 1 to 1 Total: 1

Line Action: Il.‘udify W

Headquarters: -

Add Mew Contact | Modify Existing Contact [EsQiGIRahinlsnEildil Address Information

Contact Name: | Connie K Downey ‘——— Alternate Phone:
TitleiRole: Alternate Phone Extension:
Permissions: Fax:
Authorized Representative: [ | Fax Extension:
Country Phone Code: 4 Alternate Fax:
Phone: | 502-554-9641 “— Alternate Fax Extension:
Phone Extension:
Email: | connie.downey@ky.gov *“_




12. Click on the Address Information tab. Click on the Green Arrow (Pick List) to see the
address(s) associated with the vendor record. Select the address to go with your Contact.

Line Action Contact ID Contact Name Phone Email
Modify Connie K Downey 502-564-8641 connie.downey@ky.gov
From 1 1o 1 Total: 1 Go to line: [

Line Action: |Modify v

Headquarters: HHWODD4

Add Mew Contact || Modify Existing Contact | Contact Information [EaGHEEERL (T apEid]

Address ID: ADOD1 i | — Zip/Postal Code: 40065-8024
Street 1: 2583 Burks Branch Rd Country: U3
Street 2: County:
City: Shelbyvile County Name:
State/Province: Ky

13. Click Validate. When the document validates successfully, it can be submitted.

14. Click Submit, the VCM will go to Pending Status for approval. VCCs and VCMs are routed
to a vendor Worklist and are reviewed and approved by the Finance Statewide Accounting
or Customer Resource Center office.

NOTE: To add an additional contact

Go to the Contact Section,

Insert a New Line, Line Action will be New.

Open the Add New Contact section, and click the Auto Generate box.

Open the Contact Information section and type in the new contact name and phone
number. These 2 fields are required. You can also add an email address if desired.
Go to the Address Information section and use the Pick List to select an existing
address to be associated with this new contact. (The document will not validate if an
address is not chosen.)

Click Validate.

Submit when there are no errors. The VCM will route to the Finance department for
review and approval.
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