Vendor Self Service Registration

The following is a downloadable sample of the screens you will encounter in the Vendor Self Serve
registration process. While this can be used as a worksheet, we highly recommend that you view the
online demonstration that shows the process prior to actually starting the registration. This
demonstration can be viewed at http://www.ci.austin.tx.us/purchase/vendor/vssdemo/vssdemo.htm
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Vendor Self Service Registration

Read the Registration Requirements page.
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Registration Requirements

belpdasica]

Alrgady régistarad? CHck pasy 10 100in. Ohansise, conbinue Dalow There are nine sleps involved in

the registration process and It

is bast to assemble the
Assembli tha fallowing Information before continuing necessanry information before
starting your registration.
w Tax D Mumber

o Legal Busingss name &5 on'We

o Contact Information (name, address, amaidl, phone and fax)
o Account Adminisirator (person responsible for your accounf
o Ordering
o Payment - exactly as printed on your invoices

» Descriplions of your products and services (for example, commodity codes)
s Commodily codes

& NIGP codes describing tive commodities or Senvices you can offer
« Please note thal a compieted Wi should be faxed to our office. Instructions will be sent by email confirmation at the end of the registraBon process
T wignw demanstration chck hem

Click “Find™ io select the Governmant Entity with whom you do business

Government Entty : [FIE
Click Continue

2. Click the Continue button at the bottom of the screen.

3. Search for your company location by entering yo

ur name and click the Search button.

Search for your company location

II*II
Be sure and use at end of name

Coampany Name:IWALSH*

Legal Name | Location Hame | Alias/MBA

Eiret] CErER] e eSS

HQ Account | Activated

\,M_..fi-""‘\._-\.-@_,

You may need to check several variations to make sure you are not in the system.
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Vendor Self Service Registration
For example, if your company is "Acme Roofing, LLC" and your have been a vendor with the city,

your first search would be "Acme Roofing, LLC". If you do not get a result, you may want to try

"Acme Roofing*".

Use the ™" wildcard at the end and omit the ", LLC" as the current record could be "Acme Roofing
L L C" which does not have the "," and the L L C has a space between each letter.

If you were to search "*Roofing*", anything with roofing in the name would show up.

4. If you do not see your name in the search results, select New registration

N PR
e o Tl

e
e
T

Is your company listed 2
Yes, but my Location is not activated

Mo, Register Howw

Legal Name

T e e P e W

Location Name

- e

— ot e—— Sty ¥ . e

B B S L.

* Click Activate Accawnt for the account vou wish to activate.

£ Now Registation |

Alias/DBA HQ Account | Activated

Ves Mo Activate Account

Add Location

npa T OU do not see your name |nlthe s_earchlwcmﬁ{ . - W
results, select the Mew Registration add Location

Activate Account

L3P PARKHURST, ROBERT ez Mo modl Locetion

_G11HOTJOBS COM AMARAL, ROBERT  Yes Mo Slese i
Add Location

Activate Account

 ABASYS CLIME, LIMD, e Mo modl Locetion

w\.r h--uxx.hmu\_* '.uv S ____‘..-L\hl e *“""_.\{S’.MW e e S, ‘tl"-.,./k“ '--"’“th:"dmw ey .m‘_\.x

If you do see your name, you will need to use the Activate Account option. Instructions for

Account activation can be found at

http://www.ci.austin.tx.us/purchase/vendor/activate/vendoractivateaccount.htm

Click the New Registration button.

»

5. Read the Memorandum of Understanding screen. The language on this screen will be modified

slightly.
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Vendor Self Service Registration

Memorandum of Agreement

help & advice

Menu

You must accept the terms of this Memorandum of Agreement in order to register as a wendor with W55, Ifyou choose notto accept these terms you will be returned to the
HomeFage for Guests.

By subrmitting this electronic vendor registration, you cerify and warrant that you are duly authorized, by the Wendar to: () register the Wendar; (i) file, on behalf of the Vendor, all
ofthe information requested in this registration process; and (i) enter inta this Agreement on hehalf of the Yendar. By submitting this electronic vendar registration, vou hereby
adree an behalf ofthe Vendar and far the benefit of each agency and public hody that:

1. The Wendor shall use WSS vendor registration update functionality to update the Wendaor's registration information whenewver necessary to ensure that the registration
information remains accurate and complete at all times.

2, The Vendor hereby warrants that the information provided by the Vendor through the WSE registration and Y82 registration update functionality shall at all times be accurate,
complete and current. The Wendor further warrants that each agency and public body shall be entitied at all times to rely conclusively on the currency, accuracy and
caompleteness of the infarmation the Yendor has provided through the WSS registration and Y33 registration update functionality as of that date even if different information is or
has heean available to or received by agency or public body personnel through means other than the WSS registration and registration update functionality.

This Agreement shall remain in effect for as long as the Vendor is registered as a WSS vendor. All rights are reserved to cancel the Wendor's registration at any time. In the event
the Vendaor's registration is cancelled, the Yendaor shall remain bound to this Agreement in regard to completion of any contract, purchase order or other electronic procurement
transaction thatwas made or administered inwhole or in part using Y55,

6. Click the Accept Terms button.

7. You have just started a Vendor Registration. Look at the left-side navigation panel (CGI-AMS
calls this the Secondary Navigation panel). There is a numbered step for each action that we
expect a vendor to perform in a registration. These numbered steps are called “TABS”.

Welcome, e

+" Step 1 Buziness Information
Location Yerification
Location Information and |
EFT Information
Emall and Organization Inf
Dizcourt Information
=tep 2 User Informsation
=tep 3 W9 Information
Step 4 Account Administrat
otep & Sales Address
=tep & Payment Address
Step 7 Biling Address
Step & Bidding Irterests
Step 90 Previewy & Subinit B

Important NOte: Any field that has a red asterisk in front of it is a required field and cannot
be skipped. Example:

Loak far "™
ne vc-ur‘?ﬁmzsmnn ana create your legal name. ]
ODrganizatinn Type : v i

i

Jtyour Orgagization Tgpis Indiyidual grler yo

R
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Vendor Self Service Registration

Step 1: Business Information includes 5 sections.

Step 1: Business Information

This page allows you to enter general information ahoutyour organization. Fields with a red asterisk {*) indicate
reguired fields. Fields without an asterisk are optional fields that do not reguire information to complete vendor
registration.

FROTE: This site does not automatically Save when you exit. Flease resolve any errars and do not exit this site antil
wou receive a confirmation of successful registration. Failure to complete registration will require all fields to be re-
entered when you return to the site.

PLocation Verification <
his zection will be uzed to establizh a password th

eaze complete thiz information that wvill be used to

PLocation Information and Legal Name
I
ﬁompmw Hame field, will be used to create yo,

BEFT Information
T wiou weould like to use Electronic Funds Transfer

PEmall and Organization Information
lease complete thiz additional information that wi

lease enter any Discount Terms your organization

PDiscount Information g
e

1. Location Verification. (Required).

—=Location Verification
Thiz =ection will be uzed to establizh a passward that other locations within your company will be regquired to use when
registering & nesy location for your company'.

“Warify My Locations by | » | endor Werification Based an

wendor Yerification Passwaord |

Confirm Yerification : |

Select the drop down box which provides these options:

Use my TIN Number.
Use my DUNS Number.
Create my own.

No Password Required.

apop

Select Create my Own. (If you only have a single location, you may select the No Password
Required option. For this example we will use Create my own.)

Fill in the Vendor Verification Based on: box. This can be something very simple that lets us know
that you have authorized someone in your organization to create a new location. An example could
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Vendor Self Service Registration

be “broom123”. You can use a name or numbers, just something that is easy for you to remember.
Next complete the Vendor Verification Password and Confirm Verification

2. Location Information and Legal Name. (Required)

If you are using a DBA (Doing Business As) or an Alias, be sure and enter that name in the
Alias/DBA field.

rwLocation Information and Legal Name

Pleaze complete thiz information that will be used to define your organization and create your legsl name. Values entered in either the First, Middle, and Last Hame fields, or the
Company Hame field, will be used to create your Legal Hame.

‘Organization Type ‘Classification

<

Ifyour TIN Type Js 35N, select Legal Mame

Inciiviciiaal, IF woury TIN Tyoe fs ETN . )
select Company. AliasiDBA: |
First Mame : Location Mame : |
Middle Mame : Weh Address : |

Last Mame: | Wi-8 Form

Company Mame ; |

a. Organization type. Select Company or Individual
b. Enter the correct information based on your selection.

3. EFT Information. (Optional)

~EFT Information

f wou wiould like to use Electronic Funds Transfer (EFT) to receive you payments, please complete the information within this
Eection.

ABA Mumber | Account Murmber |

Bank Mame Routing 1D Mumber |

Actount Type Specific account number if account

humber s g poofed ool it
EFT Status :

4. Emall and Organization Information. (Optional)

~—=Emall and COrganization Information
Pleaze complete this additional infarmation that will be used to further define your arganization.

mHumber of Employees
|
|
|

Annual Income :

Gender

Ethnicity

Weh Address
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Vendor Self Service Registration
5. Discount Information. (Optional)

~whiscount Information
Pleaze enter any Dizcount Terms your organization offers for prompt payment of invoices.

Fumber of Days 1 I— Discount Percent 1 :
Mumber of Days 2 I— Discount Percent
Fumber of Days 3 I— Discount Percent
Muamber of Days 4 : I— Discount Percent 4

|
2:|
3:|
|

6. Click the Next button.

Step 2: User Information nas one section.

User Infermation
FPlease establish a un

walshoo

|—vl_lser Information —|

1. User Information. (Required)

I M pOrtantl What you enter in the User Information will be your future sign in to Vendor
Self Serve

User Information
Flease establish a unigue User D {Login IDY and Passward. Passwords and User [D's are case sensitive and should be alphanumeric.

walshoo
—=lUser Information
User|D: | ‘Pasgword |
Case Sensltive Case Sehsitive
*First Mame : | ‘Retype Passwaord |
‘Last Mame : | "Security Cluestion :| w
*‘Email : | "Security Answer |
‘Phone : | ‘Retype Security Answer |
Format X N0 Fa |
Extension Ii

NOTE: All fields below identify information about the person creating the account.

Page 7 of 17
Last Updated: 1/18/2008




Vendor Self Service Registration
a. User ID. Make up a user id, enter it and write it down here:

(Remember this is case sensitive and should contain numbers and letters. “Bill1”,"BILL1" and
“billl” are all different user IDs).
b. First Name: Your first name.
c. Last Name. Your last name.
d. Email. Your city email.
e. Phone. Your city phone.
f. Password. create a password.
g. Retype Password. Re-enter password
h. Security Question. Select a security question.
i. Security Answer. Enter your answer and write it down here:
j. Retype Security Answer. Re-enter your answer.
k. Fax. For the Account Administrator. Enter Fax phone number in format XXx-XXX-XXXX.

2. Click the Next button.

Step 3: W-9 Information nas two sections, depending on whether you are entering

your tax id for the first time, or whether you are joining this account to another by means of a tax id
that has already been registered with the City. Only one of the two can be used. (Required)

Step 3: W-2 Information
Flease enter infarmation from your W-9 farm
Cedification).

BAdd New Taxpayer 1D Mumber
Add @ newy Taxpayer D Mumber by completing the i

3
OF use a Taxpayer D Mumber already on file by ente
and i already registered inthis system.
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Vendor Self Service Registration
1. Add New Taxpayer ID Number.

=Add New Taxpayver ID Mumber
DR add a new Taxpayer ID Mumber by completing the information belows.

Taxpayer D Humber

Taxpayer ID Mumber Type w

Marne : |walshoo

Legal Mame on -2

Business Mame !
If different fram abhove
Address
City
State w

P Code

a. Taxpayer ID Number. Enter your taxpayer ID (no dashes)
b. Taxpayer ID Number Type. Your choices two choices are EIN or SSN/ITIN/ATIN
(If you are an individual select SSN/ITIN/ATIN)
Name. Defaulted — (Sample name shown).
Business Name. Enter the same name that is shown in Name.
If you have an Alias or DBA name then you may enter that in the Business Name field
instead.
e. Address.
f. City.
g. State.
h. Zip Code.

oo

2. Use Existing Taxpayer ID Number (Use only if you have already entered it during an earlier
registration)
a. Use Existing Taxpayer ID Number
b. Taxpayer ID Number

w=Taxpayer ID Number Already Registeread
OR use a Taxpayer IO Mumber alreacdy on file by entering the Taxpayer ID Mumber and Type here. This option may apply if more than one business location shares the =ame Ta
gnd iz already registerad inthis system.

Ise Existing Taxpayer ID Mumber ; |

Taxpayer ID Mumber Type

3. Click the Next button.

|mp0rtant' You will need to complete an actual W9 form and fax it to (512) 974-3471
before your account can be activated.
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Vendor Self Service Registration

Step 4: Account Administrator (required) has 3 sections.

Step 4: Account Administrator Address
Flease enter the address ofthe administrator of this account. Please note that Account
Administrator, Sales and Payment addresses are required forvendor registration.

FAddress Information
leaze complete the address information belowy far your Account .-'J-.dministratcur.|

BContact Information
legze complete the cortact information below far wour Account Administratu:ur.|

FComtact Address
Eumplete this zection SMLY if vou are adding & Contact and the Contact uses a different address than the address

This section has information about an individual who will get communications for the whole company
— not a salesperson or AR / AP contact.

1. Address Information. (Required)

~whddress Information
Pleaze complete the address information below for your Account Administrator.

‘Street 1 : | ‘Fhone : | County : |_
Street 2 | Phone Extension : County Mame :
"ty | Cnuntr\y:| w
"State/Frovince :| w

*Zip/Postal Code | Additional Address Info.

Note that this screen scrolls off the right side of the screen.

Street 1.

Street 2.

City.

State / Province.

e. Zip / Postal Code:

f. Phone:

Do not enter Country and County Name

apop

NOTE: This is different for foreign vendors.
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Vendor Self Service Registration

2. Contact Information.

~wContact Information
Pleaze complete the contact information below for your Account Administrator.

'Principal Caontact: | 'Phaone : | Alternate Phone :
Ermail : | Phone Extension Alternate Fhone Extension :
Carrespondence Type : Fax: | Alternate Fax:

a. Principal Contact. Enter your name.
b. Email. Enter your email address.
c. Correspondence Type. Select Email — It is extremely important that you have an email

address as this will be the primary method for communication about business
opportunities.

3. Contact Address. (Optional / Not Used).

—wContact Adidress
Complete this section OMLY if wou are adding & Contact and the Contact uses a different address than the addresz listed ahove.

Street 1 : | Cn:uuntr'y:| w
Street 2 : | County Ii
City: | County Name : |
StatefProvince | v

Zip/Postal Code : |

4.

Click the Next button.
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Vendor Self Service Registration

Step 5: Sales Address (required) has three sections:

-y

Step 5: Sales Address v
Flease enter the address where we should send your purchase orders. An Sales Address is reqthp
registration. [fyou need to add maoare than one sales address, yvou may do 5o under "Account bl
wvou complete your reqistration and log in.

Copy Address and Contact Infermation From: O pecount Administrator

PAddress Infermation
did & newy Sales Address by completing the information below.

f
/

kContact Information
Fruvide a cortact for your Sales Address by campleting the information beloswy, Provide email address, Conta

BContact Address
Eumplete thiz zection ORNLY if wou are adding a Contact and the Contact uzes a different addrezz than the

1. You may use the shortcut to copy all the information already provided in the Account
Administrator step as the Sales Address by selecting Account Administrator.

Select Account Administrator to duplicate the address or complete the fields

2. Click the Next button.

Step 6: Paym ent Address (required) also has three sections. Again, you can use

the Account Administrator or Sales Address or complete the fields

Step 6: Payment Address (
Flease enter the address where we should send your payments. A Payment Address is
registration. [fyou need to add more than one payvment address, you may do so under "
after you complete yvour registration and log in.

Copy Address and Contact Information From: O Account Administrator

O sales

PAddress Information
did & nevy Payment Address by completing the information below:.

BContact Information
Fru:u\-'ide a cortact for your Payment Address by completing the information below.

P WY L

kContact Address
Eamplete thiz section OMLY if wou are adding & Contact and the Contact uses o different address th

~

Page 12 of 17
Last Updated: 1/18/2008



Vendor Self Service Registration

Click the Next button.

Step 7: Billi ng Address (Please DO NOT Complete). Click the Next button

Step 7: Billing Address {Optional}

Please enter the address towhich we should send your bills by clicking the Sdd button below.;
is optional and may he skipped unless you plan to respond to auctions. [fyou need to add m
addrass, vou may do sa uhder "Account Maintainence” after you complete your registration a

Copy Address and Contact Information From: O Account Administrator '
O Sales 3

O Payment

Step 8: Bidding Interests

Step 8: Bidding Interests
Flease enter the Business Types, Semnvice Areas, andfor Commuodities appropriate foryour
organization. This information is optional butwill be used to determine when to send electronic

solicitation notifications.

“"J

~TBusiness Type
Select the business typels) that describe your organization. Examples include woman-owned, minority-owned, or

Business Type for your arganization.

[Ascr] Dolete |

Business Type | Certification Number
e elExn] LSt

Certification Start Date | Certification End Date

Flrz

~waenice Area
Select the areals) where your organization can provide its services. Click the "Add' button to viewe and select the &,

[Aoc] Dolete |

Service Area | Service Area fone

st CEE EEE EEE

= omimodity
Select the commodity codels) that describe the goods and services your organization provides. Click the 'Add' b

[Aic] Dolete"

Commodity | Commodity Description
et CErEw e NEEET

’ ,‘.-\./\_.-wm“'\.‘_ FRE
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Vendor Self Service Registration
This section has three parts.

1. Business Type. This section is reserved for those companies who have been certified by the
City of Austin’s Department of Small and Minority Businesses (DSMBR). Certifications by
other agencies are not applicable. If you have not been certified by DSMBR then skip this

section.

2. Service Area. Currently not used. Please skip this section.

3. Commodity (Optional but HIGHLY RECOMMENDED). However you may elect to skip this
section and create your account. Then come back using Account Maintenance to add
commodity codes.

If you elect to add the codes now, then follow these steps.
Commeodity

Selectthe Commodities that best describe the goods and services your organization @
faryour selection.

1. Click the Add button.

Choose

or Description and click Browwse. Please click Select to save your choices.

Select one or more Commodities to assaciate to vour company. To search foryour Commodity, enter i

¥

Browuse Clear

CommoditySernice Code |

Commaodity Description :m

.\__-—

Enter a *keyword” to find matching

descriptions. Itis important to put the
before and after the keyword for the best
results. Example *software®

Commodity Deser
SCRENDRIVERS, ALLEM HEX FOR RES

nkn

SCREADRMERS, CABIMET TIP, ROUMD

SCREMDRIVERS, CHISEL POIMT

SCREAMDRIMERS, CLUTCH HEAD, PLA

SCREMDRIERS, KEY RING TYPE, FOR SLOTTED SCREMAS 4456435

OO0 0Ond

SCREMDRIMERS, OFFSET, DOUBLE EMD, FOR SLOTTED SCRE - 44364357

Be sure to click Browse after entering your keyword
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Vendor Self Service Registration
a. Commodity / Service Code.

b. Commaodity Description. This is a keyword search of the NIGP commodity description.

c. Read the instructions on the screen about how to search.

d. Select any codes by clicking in the boxes on the left side.

You may select as many commodities as needed. Be sure to use the Next link at the bottom.

May select more by clicking Add again for a different keyword.
2. Click the OK button.

3. Click the Next button.

Step 9: Preview and Submit Registration has no sections - only the

Print and Submit button.

Step 9: Preview & Submit Registration '
This page displays a summary of all information entered in the previous steps. Please rewiew yo
below and print a copy foryvour recaords. Fyou need to make a change, click the "Back” ntton or‘

appropriate step using the left menu. r

Click 'Submit' to complete wour on-line reqistration. Canceling your registration will result in the |

y

o

Cprint
'

1. Select the Print button to have a copy of what you entered. Review and if no corrections are

needed, Click the Submit Registration button.

2. You should produce only one message:

0 ou have 1 message. Click here to view the message.

Thank Youl!

3. Click the underlined here link.
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Vendor Self Service Registration

Error Messages

Iy

This page lists errors orwarnings from the previous page. Errors muost be corrected hefore
wour infarmmation can be saved. Click Here to close this window and return to previous page.

Mes=age Sewerity | Context

Document submitted successfully  Information

4. Click the “red X" to close the Messages window.

5. Click the Logout button.

ty Logout

6. You're done!
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Vendor Self Service Registration

After successfully registering you will receive a notification based on your email you entered for the
Account Administrator. A sample of the email is shown below.

From: VENDOREEGHECI.AUITIN.TX.UI [wailto:WVENDORREGRCI.AUSTIN. TX. T3]
Sent: Friday, December 15, 2006 5:41 LM

To: Broomw, Bill

Subject: ADVMATL: YOUR REQUEST FOR W33 REGISTRATICN HAZ EEEN RECEIVED

Eill Eroom:

Congratulations, wou have successfully submitted @ recuest for
redistration dpn ADVWANTALCGE “Vendor Self Serrice [WES]

To cowmplete the process plegse fax vour W-29 Form Lo our Vendor Tech at
51z 974 3471. \

Here are some details abou

Important!: You must fax your W9
Your User ID (case sensiti] jnformation to the number indicated in the

Your Headguarters Account | emgjl to complete the registration process.
Your Headgquarters Account

YTour Vendor/Custower is: V30000001409
Your Location Mawe i=: Broowm Chinney Sween

_H&‘.,\ .‘.,u‘..m.g,.,;* -*"‘—"'-H._\ J _\‘-’ r-—.\_ﬁ“r-hx “Mﬂﬁ-‘*,

Now to access VSS and log in as a registered user select this link:
https://www.ci.austin.tx.us/vss/Advantage

If you need assistance with this registration, please call the City of Austin Vendor Registration at
(512)974-2018 or FAX (512)974-3471
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