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Account Activation

If you or your organization has done business with the City & County of Honolulu in the past, your
organization’s information may already be in the City’'s VSS System. If so, all you need to do is activate
your account.

Honolulu Vendor Self Service Website

1. Please access Honolulu Vendor Self Service’s login screen at:
https://www5.honolulu.gov/webapp/VSSPSRV1/AltSelfService to start the registration
process.

¢ Please click on the Register/Activate Account button.

Welcome to Honolulu Vendor Self Service Help  ContactUs

Honolulu Vendor Self Service will allow you to manage your own account information with the City
and view the City's procurement solicitations and surplus auctions.

Announcements Contacts

Division of Purchasing
w Email: bfspurhasing@honalulu.gov
| Phone: 808-768-5535

Fax: 808-728-3299

Password Monday - Friday 7:45 a.m. to 4:30 p.m HST
Forms
Password Reset Click on a form below to either save it to your

desktop or open it in Adobe.

Log in with your User
ID and Password or
click the
Register/Activate
Account button to
create a login.

VSS User Guide

VSS Viewing Online Solicitations

VSS How to Bid

V55 How to ModifyWithdraw Bid

VSS How to Activate Existing Account
i : VSS How to Register

Sckon Fubh: V885 Account Maintenance

VSS List of Commodity Codes

Access to view V35S
without a login,
however you will not
be able to submit
any responses.

Register/Activate Account |

Public Access |
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Memorandum of Agreement

2. The Memorandum of Agreement page will be displayed. Click the Accept Terms
button.

Contact Us

Memorandum of Agreement

You must accept the terms of this Memorandum of Agreement in order to register as a vendor with
VS5, Ifyou choose notto accept these terms you will be returned to the HomePage for Guests,

By submitting this electronicvendor registration, you certify and warrant that you are duly authorized,
by the Vendor to: (i) register the Vendaor, (i} file, an behalf of the Vendor, all of the information
requested in this registration process; and (jii) enter into this Agreement on behalf of the Vendor. By
submitting this electronic vendor registration, you hereby agree on behalf of the Vendor and for the
benefit of each agency and public body that:

1. The Vendor shall use V35 vendor registration update functionality to update the Vendor's
registration information whenever 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 VS5
registration and VS5 registration update functionality shall at all imes be accurate, complete and
current. The Vendor further warrants that each agency and public body shall be entitled at all times
to rely conclusively on the currency, accuracy and completeness of the information the Vendor has
provided through the VSS registration and VS5 registration update functionality as of that date even if
different information is or has been available to or received by agency or public body personnel
through means other than the VS8 registration and registration update functionality.

This Agreement shall remain in effect for as long as the Vendor is registered as a VS5 vendaor. All
rights are reserved to cancel the Vendor's registration at any time. In the event the Vendor's
registration is cancelled, the Vendor shall remain bound to this Agreement in regard to completion
of any contract, purchase order or other electronic procurement transaction that was made or
administered in whole orin part using V35.

_> Accept Terms Reject Terms

Registration Tips

3. The Registration Tips page will be display. For account activation, you will just need to
know your Federal Tax ID number. Click on the Next button.

Registration Tips
Next

Already registered? Click here to login. Otherwise, click Next to continue.

Welcome, New

Assemble the following information before continuing:

« Federal Tax ID Number
= |egal organization name
» Contact Information (name, address, email, phone and fax)
o Account Administrator (person responsible for your account)
o Ordering
o Payment
» Commodity Code
o Associating commodity codes with your account will allow your organization to receive notifications
o Click HERE to see a full list of commodity codes

Click HERE for the registration help guide
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Search for an Existing Account

4. The Search for an Existing Account page will be display. To ensure that you or your
organization has a vendor account with the City, please enter your information into the
appropriate search fields.

e You can search by Employer Identification Number (EIN), if your organization is a
company or a similar entity.
e You can also search by your last name if are an individual.
5. Click the Search button next to your search field.

o

b "_.' .',".'i'.f-"‘: {3 i\',}-ﬁ"ﬂ.'.-'l':. (g cesatait L dLA1 wwrw. honolulu.govipur
VENDOR SELF SERVICE

cd

Search for an Existing Account/Results Found [__canceiregistration | Back |

Only one account is allowed per organization. You will not be able to create a new account if one already exists. This page will help determine
whether you have an account and its registration status. Please use the search options below.

Welcome, ew < Company Search
To see ifyou have a vendor code and have an Employer Identification Mumber (EINY on file, first search by TIN:

Federal Employer Identification 1123455?89 OR Legal Business E—
Number Name
Search f——
OR

= Individual Search

To see if you have a vendor code and have a Social Security Mumber (SSN) on file enter your Last Mame and last four digits of your Social
Security Number.

Last Name |*wong* AND La5t4digi'lsofSSN]2342
Search |

Search Results:

6. View the search results. Find your organization listed in the search results where the
Registered? status is “No”, then click on the “Click here to activate your account” link
to the right of it.

e |If you are already registered, contact your account administrator to create an
account user ID for you.

e If your registration is in progress, click on “Click to continue registration”

¢ If you are unable to find your organization, you may not have a vendor account
and will need to start a new registration process. To register a new account,
follow the How to Register guide at
https://www5.honolulu.gov/webapp/VSSPSRV1/advantage/AMSImages/vsshowt
oreqister.pdf .
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Vendor Number Legal Business Name Alias/DBA Name Registered?
106200 ABC Yes Contact your Administrator
WC00o0o003029 ABC YEs Contact your Administrator
00430 ABC No Click here to activate your account
00450 ABC No Click here to activate your account
110837 TRAI No Click here to activate your account
VCo00oo0007e TABL No Click here to activate your account
VCO000000732 ABC No Click here to activate your account ‘—
VCO000008053 ABC No Click here to activate your account
VCO000004656 NABI No Click here to activate your account
Has your account been found and listed above?
Yes, but it is already registered ———  Click the "Contact your Administrator” link to determine who you need to contact for access.
Yes, but it is not yet registered ——— Click the "Click here to activate your account” link to begin the process for activating your account.
;:osé:]:;;"e registration is already in ——— Click the "Click to continue registration” link to login and continue activating your account.
Click the "New Registration" button to create a vendor code and account.
No, register now. New Registration

Account Verification

7. The Account Verification page should be displayed. Enter your organization’s Federal
Tax ID number (SSN or EIN) in the Vendor Verification Password field, then click the
Next button.

e The SSN or EIN entered should only be numbers, without dashes.

Example. 123456789

woww.honolulu.govw/pur
Contag
FUNTT o8 p_— o
7_--@  Account Verification. Caneanegiraton [ #aes | wext |
Enter the Taxpayer ID Number for this Location
Welcome, New
Vendor Verification Password: esessssss) Submit Return to Vendor Name Search
Tax ID Numbers must be 2 digits,
no dashes
Headquarters :
Passwords are set by your Account Administrator. If you
Account Administrator dont know the password, see the contact infarmation
below.
Principal Contact :
Email :
Phone : \
Additional Resources & Information: Cancel Registration | Back I Next I
« As you complete each step and move to the next step,the system will check for error,
if there are errors:

» A notification m ge will be displayed at the top of the page.

» You must correct the errors indicated before continuing to the next step.

« Additional Help can be found in the frequently Asked Question accessible from the left

hand navigation bar.
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My User Information

8. The My User Information page should be displayed. Create the account holder’s User
id and password, and enter the account holder’s contact information. Click on the Next

wowwi_honolulu. dpur.

Contact U

My User Information Back | | Next

Create your user ID here. You will be assigned the role of Primary Account Administrator. Please

Welcome, New see the Frequently Asked Questions for additional details about the Primary Account Administrator
role
O user Information
O] Verify and Submit » General Information
Registration

*User ID (case sensitive) ;| test activate
(User 1D should be between 2 and 16 characterg in length )

“First Name :| Testfirst
“Last Name :| Testlast
“Email ;| jpru@honolulu.gov

*Re-enter Email ;| jwu@honolulu_gov

*Phone ;| 8087685535 Ext.:
POOE0OE0000
Fax:
POOEH0C0000
« Password
*Password (case sensitive):| sssse (Passwords shguld be between 2 and 16 characters in length )

“Re-enter Password ;| sssss
*Security Question :| What is your mother's maiden name? ~
*Security Answer (case sensitive)| sssss

*Re-enter Security Answer:{ ssses|

*Indicates a required field \
Additional Resources & Information: Cancel Registration | Back | | Next

# As you complete each step and move to the next step, the system will check for errors.
If there are errors:

# A nofification message will be displayed at the top of the page.

#+ You must correct the errors indicated before continuing to the next step.

= Additional Help can be found in the Frequently Asked Questions accessible from the left
hand navigation bar.

Verify & Submit Registration

9. The Verify & Submit Registration page should be displayed. Click on the Submit
Registration button.

A . honolulu.

Contact

Verify & Submit Registration s | [==|

Click the "Submit Registration’ button to complete your registration. You may review your
registration prior to submitting it by clicking on the 'Back’ button or navigating through the
registration pages on the left menu

Welcome, New

B user Information —_— Submit Registration

O Verify and Submit

Registration Additional Resources & Information: Cancel Registration | Back

= As you complete each step and move to the next step, the system will check for errors.
If there are errors:

* A will be displayed at the top of the page.

+ You must correct the errors indicated before continuing to the next step.

# Additional Help can be found in the Frequently Asked Questions accessible from the left
hand navigation bar.
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Thank You!

10. The Thank You! page should be displayed. Download and complete the latest copy of
the IRS W9 form from www.irs.gov and submit it to the City and County of Honolulu
Division of Purchasing office.

¢ email the W9 to bfspurchasing@honolulu.gov or
o faxto 808-768-3299 or
e malil hard copy to:

City and County of Honolulu

Division of Purchasing

530 South King Street, Room 115

Honolulu Hi, 96813

] S [ [y [P T
LA T LR LTARCH ST O ot wwrw. honolulu. gow/pur
/_ VENDOR SELF SERVICE
Contact Us
Thank You!
1
G you have compl the regi ion process. You may now login to VSS using the User Name and Password you just created.

Please sign and submit by mail, email, or fax your completed IRS W-3 or W-8 form to:

Welcome, New

City and County of Honolulu
Divisicn of Purchasing

530 South King Street, Room 115
Honelulu, Hawsii 96812

Emasil: bfspurchasing@honolulu.gow
Fax: (808)768-3299

IRS Forms W-8 and W-8 may be downloaded from the RS website.

‘fou WILL HOT be able to receive purchase awards from the City until you submit the form

11.You will receive an email to acknowledging your account activation.

Additional Help Resources

If you have any questions, please contact the help desk at (808) 768-5535 or
bfspurchasing@honolulu.gov .

Additional help guides are available on the City and County of Honolulu Purchasing website:
www.honolulu.gov/pur, under the Help Guides section.
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