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        ANNOUNCEMENT
ELECTRONIC INVOICING AVAILABILITY FOR ALL EOLWD TRAINING PROVIDERS
Dear Valued EOLWD Training Provider,

The Executive Office of Labor and Workforce Development (EOLWD) are pleased to make available ALL invoices in Electronic format to all TRADE – training course providers.
Benefits:  
For you, Electronic Invoicing continues to mean:

· Speedier response to your invoicing requirements resulting in speedier payments,

· Elimination of postal and mailing expenses,

· Paperwork reduction,

· More efficient use of technology and human resources, and

· Faster turn-around on questions and issues.

Electronic Invoicing is easy!  To get started, simply submit on-line, your next Payment Request for training services to EOLWD in accordance with the Requirements specified below.
Requirements:   Please prepare a voucher using our invoice format. The prescribed invoice format has been provided for service(s). The following information is required for all submitted payment requests:
▪  Vendor Legal Name and Payment Address
▪  Participant name

▪  Name of Contact Person and Telephone No. 
▪  Last 4 #s of SSN
▪  Email Address

▪  Invoice No.

▪  Assigned Vendor Code

▪  Course name
▪ Contract  Reference No.

▪  Dates of Service
▪  Authorized Signatory and Title 



All Colleges & Universities:  MUST include with the electronic payment voucher the additional documentation.

▪  Course Name
▪  Itemize Cost(s)
▪  Health Insurance
▪  All receipts for books, supplies, uniforms, tools, equipment, etc.
Please forward your payment request(s) to the Accounts Payable general mailbox at:  accountspayable@detma.org
Additional Questions or Clarification: If you have additional questions or require clarification about Electronic Invoicing, please contact Muhammad Mortuza via e-mail at: mmortuza@detma.org, or (617) 626-5931.
We look forward to working with you as we continue to improve the EOLWD Electronic Invoicing. 


Executive Office of Labor and Workforce Development 
Department of Career Services (DCS) 

COMPLETION INSTRUCTIONS FOR ELECTRONIC INVOICE & PAYMENT VOUCHER

To facilitate the timely and accurate processing, please complete the numbered areas in Sections 1, 2 and 3 of the attached DCS Trade Program Invoice & Payment Voucher as follows: 

(1)   Complete the Vendor section in its entirety as follows:


- Insert the Legal Name of entity, Payment Address: Street, City, State and Zip Code in the areas designated.


- Insert the Name of the Contact Person.

- Insert the Email address of the contact person.


- Insert the Phone Number of the person who can be contacted about the information in this document.


- Insert the assigned Vendor Code (Starts with the letters “VC” or “VT” for certain State Agencies). 

- Insert the last 4 characters of your Contract Reference No. (Found in the upper right side of your Contract and also in 

  all Participant approval notifications.


- Insert the Authorized Signatory who certifies the commencement or performance of services. 


- Insert the Title of Signatory.

(2)
- Insert the Participant’s Name.

- Insert the last 4 digits of the Participant’s Social Security Number. For security purposes, use only the last 4 digits
        - Indicate your unique Invoice No. for each Participant.

- Indicate the Course Name in which the Participant has enrolled.


- Indicate the Dates of Service for each Participant covered by this invoice only.
(3)
For each Participant line, provide an itemized cost amount for each category listed (tuition, fees, books, etc).  

- The Participant Line number must correlate with the Participant Line number specified above.
· Payment Voucher is formatted to calculate Subtotals for each Participant Line.
· Payment Voucher is designed up to 4 participants and formatted to calculate Total amount.
· Payment Voucher is available to download at: www.mass.gov/dcs/trade and got to Vendors
Send completed Payment Voucher(s) to: A/P general mailbox at: accountspayable@detma.org.  
Payment Information may be obtained online at the Commonwealth’s VendorWeb site
To research Trade Program payments made to your organization, please take the following steps: 
· Go to https://massfinance.state.ma.us/VendorWeb/vendor.asp 

· Click on “Login” 

· Enter your unique Vendor Code (e.g., VC6000123456 or VTAAAFUND900), found on your Contract or ISA.  
· You also need to enter the last (four) 4 digits of your TIN (Taxpayer Id Number).
· Click “Login” 

· Click on “Payment History” on the left-hand side of the screen.
· Select “EOL – Executive Office of Labor and Workforce Development” from the scroll-down Department search menu. 

· Select “Current Fiscal Year” or other appropriate payment dates criteria from the Date Range menu.
· By default, the results will be “Grouped by Department” and “Download search results to your computer?” is “No”.

·  Click “Search” 
Any payment made to your organization under the Trade Program will appear.

The following is an explanation (example) of the Payment Reference Number on the Payment History screen:

1111    Smith      Fall2008         12345










 * Due to a maximum number of characters limitation, 





    the 5-digit DCS number will be omitted, if necessary. 


   Department of Industrial Accident


        Department of Labor Relations


        Department of Labor Standards


        Department of Unemployment Assistance                                                                        	 Department of Career Services











CHARLES F. HURLEY BUILDING ( 19 STANIFORD STREET ( GOVERNMENT CENTER ( BOSTON, MA 02114








5-digit PID number for DCS use only *





Vendor’s invoice number, if provided, or if not provided, a brief description to facilitate payment identification, e.g. semester, Participant I.D., Payment Quarter, etc.





Participant’s last name





Last 4 digits of the Participant’s SS#









