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Purpose:

To provide step-by-step registration instructions for new vendors who have not done business
with the City & County of Honolulu. This guide will cover only the required fields needed to
complete the registration process.

Honolulu Vendor Self Service (VSS) will be used to post opportunities to bid and accept
electronic bids. Additionally, the VSS portal will allow vendors to maintain account information,
receive email notifications for relevant opportunities, place bids, and view bid results.

*Please Note:

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 VSS System. If so, you will not need to
register, but follow the procedure to activate your account.

Preparation

Please assemble the following information before starting the VSS registration process:
e Legal Name
e DBA Name (If applicable)
e Tax Organization Type and Classification Type
e Federal Tax ID number (EIN or SSN)
e Ordering and Payment address information

¢ Designated account holder information (Contact Name, Address, Phone Number, Email
Address)

e All applicable NGIP Commodity Classes

— Please Note: Commodity classes selected will determine which C&C solicitation
email notices your organization will receive.

— When registering, you will be asked to select from a list of three-digit (3)
commodity classes. Please click on the following link to access a list of NIGP
commodity classes used by the City & County of Honolulu:

https://www5.honolulu.gov/webapp/VSSPSRV1/advantage/AMSImages/vsslistofcommoditycodes. pdf
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Honolulu Vendor 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@honolulu.goyv
| Phone: 808-768-5535

Fax: 808-728-3239

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 Adabe.

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

VSS User Guide
V85 Viewing Online Solicitations
VSS How to Bid
VSS How to ModifyWithdraw Bid
VSS How to Activate Existing Account
. . VSS How to Register
ith o F‘ubhc VSS Account Maintenance
ccess to view VS5 > :
without a login, VSS List of Commodity Codes

however you will not
be able to submit
any responses.

RegisteriActivate Account | f——

Public Access |
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Memorandum of Agreement

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

wownw.honolulu. r

Contact Us

Memorandum of Agreement

You must accept the terms of this Memorandum of Agreement in order to register as a vendor with
Welcome, Hew WS85. If you choose notto accept these terms you will be returned to the HomePage for Guests.

By submitting this electronic vendor registration, you certify and warrant that you are duly authorized,
by the Vendor to: (i) register the Vendor; (i} file, on 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 VS5 vendar 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 times 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 V35 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 WSS registration and registration update functionality.

This Agreement shall remain in effect for as long as the Vendor is registered as a V33 vendor. 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 W35.

_> Accept Terms Reject Terms

Registration Tips

3. The Registration Tips page will be display as a reminder to gather the list of information
to complete your registration. Click on the Next button.

Registration Tips
Next

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

Welcome, Hew

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 commaodity 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

City and County of Honolulu 50f 15
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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 not been previously registered, please enter your information into the
appropriate search fields.

e If you are registering a company-like entity, enter the Federal Employer
Identification Number (EIN) and the whole or a part of the company’s name in the
respected field and click the Search button.

e If you are registering as an individual, enter the individual’s last name and Last 4
digits of the SSN into the respective fields and click the Search button.

ContactUs

Search for an Existing Account/Results Not | __cancelRegistration | Back |
Found

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

« Company Search
To see if you have a vendor code and have an Employer Identification Number (EIN) on file, first search by TIN:

Federal Employer identification I1234'56?89

Number
Search |‘.—

Legal Business *abc*
OR Name I

OR
< Individual Search

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

Last Name |"Wong" AND  Last4 digits of SSN (9376

Search |<—

Cancel Registration | ' Back |

Additional Resources & Information:

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

A notification 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 Fri tly Asked Q i located on the left hand navigation
bar.
City and County of Honolulu 6 of 15
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5. View the search results. Follow the instruction according to the answer to the question,
“Has your account been found and listed above?”

¢ If you are already registered, contact your account administrator to create an
account user ID for you.
¢ If you are not registered, click on “Click here to activate your account” link.
e If your registration is in progress, click on “Click to continue registration”
e If your organization is not listed, click on the New Registration button.
Vendor Number Legal Business Name Alias/DBA Name Registered?
106200 AB es Contact your Administrator
VC0000003029 AB es Contact your Administrator
00430 AB No Click here to activate your account
00450 AB No Click here to activate vour account
110837 TR No Click here to activate your account
vcoooooooors 14 No Click here to activate your account
VCOoo000000732 AB No Click here to activate your account
VC0000008053 AB No Click here to activate your account
VC0000004555 NA No Click here to activate your account

progress

No, register now.

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.

Yes, but the 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.

New Registration “—

My User Information
6. The My User Information page will be displayed. Create your User id and password,

Welcome, Hewr

[ user Information

O verify and Submit
Registration

and enter the account holder’s contact information. Click on the Next button.

(kLI sovnw honolulu.govipur

Contact Us

My User Information Back | | Next

Create your user ID here. You will be assigned the role of Primary Account Administrator. Please see the Frequently Asked
Questions for additional details about the Primary Account Administrator role.

= General Infermation

“*UserID (case sensitive) § test vendor
(User ID should be between 2 and 16 characters in length )

“First Name { test
*Last Name { vendor
*Email  test@vendor.com
“Re-enter Email  test@vendor com
“Phone  808-768-5535 Ext.:
OOEOOE00KK
Fax
DOC=RO0E00K

+ Password

*Password (case sensitive) ;| sesss (Passwords shquld 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):|esses

“Re-enter Security Answer:|ss sws| \

* Indicates a required field

Resources & ‘Cancel Registration Back | MNext

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

» A noti i 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 F Asked i from the left hand navigation bar.
City and County of Honolulu 7 of 15
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Verify Email Address

7. The Verify Email Address page will be displayed. Verify that your correct email address

has been entered. VSS will be sending you a confirmation email to verify your email
address. Click on the Next button.

wovrws. honolulu.goviy

Verify Email Address

To continue your Y33 registration, the City must first verify your email address. To prevent the email from being blocked, add
Welcome, New the following address to your email contacts : bfspurchasing@honolulu.gov
User Information

[ Verify and Submit Click Next to send a verification email to the following address : test@vendor.com ff——
Registration

\

‘Cancel Registration Back | Next |

Additional Resources & Information:

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

« Anotification 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 Fr Asked Q i il

from the left hand navigation bar.

8. The Thank You page will be displayed. You can pause here and check your email for
an email from bfspurchasing@honolulu.gov.

wirw. honolulu. gowipur

Thank You!

A verification email was sent to you.

1. Open the email
2. Click the link provided in the email

Cannot click the link in the email?

1. Copy the link from the email
2. Paste it into your browser

Have not received a Verification Email?

1. Login to VSS as an Activated User using your User ID and Password
2 Correct your email address and click Mext

3. Click Next again to verify your email address

._Close Browser |  Home Page |

City and County of Honolulu 8 of 15
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9. In your email box, open the email from bfspurchasing@honolulu.gov and click on the

link inside the email’s body.

From: bfspurchasing @honolulu.gov
To:
Co
Subject: VERIFY YOUR ADVANTAGE VENDOR. SELF SERVICE [VS5) EMAIL ADDRESS
i)
Fs
vendor test:

By clicking the link below, you are verifying the email address that you have created for your Honolulu Vendor Self Service (VSS) user information.
This email address will be used as a primary method of correspondence.

If you cannot click on the link below, you may copy and paste it into your browser.

https://erpltvssol/webapp/VSSTSRV1/AltSelfService PEmailToken=02032046506359197226

Thank You.

10.You should be taken to a VSS login webpage. Enter your User Id and Password
previously created and click the Login button.

wrorvi honolulu.gow/pur

Login
To continue registration, enter your User ID and Password.
UserID

Password

——p- | Login

City and County of Honolulu 9of 15
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New Account Questionnaire

11.The New Account Questionnaire page will be displayed. Under the TIN Type section,
select the type of Taxpayer Identification Number (TIN) you will be using to register your
vendor account.
e If you are registering as an individual entity, most likely you will be using your
Social Security Number (SSN).
e If you are registering as company or a company-like entity, you will be using a
Employer Identification Number (EIN).

12.Under the Classification section, select the appropriate classification that describes your

Contact

New Account Questionnaire

Please choose one of the following options to describe how you plan on doing business and select the Next button to continue.

Welcome, vendor ¥ TIN Type
[ New Account Info.  Iwill use a Social Security Number (SSN), Individual Taxpayer Identification Number (ITIN), or Adoptive Identification Number (ATIN).

O my Business Info. Please select one of the following SSN ¢ ITIN ¢ ATIN ©

O Adar & Contact:
R nies ¢ Iwill use my entitys Employer Identification Mumber (EIN).
[ Agditional Business
Informatien " The business is a foreign business entity and does not have any of the above forms of Taxpayer identification

AND

[ Registration Summary

w Classification
| plan to do business using the following classifications. Please select only one.

o
2
&
2

Classification

Individual

Sole Proprietor

Partnership

Corporation

Nenresident Alien

Trust

Foreign Business Entity

State Government l
Other Government

Other Save and Close Cancel Regisfration |ﬂ|

@il s e e s e e e e e)

Joint Venture

My business Information

13. The My Business information page should be displayed. Depending on your selection
in the previous New Account Questionaire page, the appropriate fields should appear
for you to complete.

¢ If you have indicated that your organization is an individual, the First Name and
Last Name field will appear for you to complete.

¢ If you have indicated that your organization is a company, the Legal Name field
will appear for you to complete.

14.Complete the required fields that are indicated with a red asterisk, such as your
Taxpayer ID Number and 1099 Address information. Click on the Next button.
e The 1099 Address Information address is where the City will be sending your
annual1099 form, if applicable.

City and County of Honolulu 10 of 15
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vowew. honolulu. r

Step 2: My Business Information Save and Close I Cancel Registration I Back | Next

Please enter the general information below. Fields with a red asterisk (*) indicate required fields. Some of the fields are populated with data gathered from the
questions you previously answered.

Welcome, vendor
et it = Organization Information

[ My Business Info *Qrganization Type : |Individual Change | Foreign Tax ID:

[ Addresses & Contacts * A Change to this field wil remove all data previously entered W-8 Form: -
[ additional Business |*ctassifrcanon: Sole Proprietor - |
Information
[ Registration S = Number of Employees : -
Annual Income : -

= Legal Name Information

*First Name : test “LastName : vendor |

Name on Check : -

Middle Name : Business Name (Alias/DBA) :

+ 1098 TIN Information

Create Taxpayer 1D Number :
Re-enter Taxpayer ID Number : Taxpayer ID Number Type : SSMNATIN/ATIN Detailed TIN Type : SSN -
1099 Reportable : Yes

* Taxpayer ID Number: 123456711 |

v Legal (1099) Address Information

*Street 1: test street
“City : test city

*State/ Province : Hawaii -

*Zip/Postal Code : TEST ZIP l

save and Close Cancel Registration | Back | Next

Address Information Questionnaire

15.The Address Information Questionnaire page should be displayed. Select Yes or No to
the questions to indicate if the Legal Address Information you entered in the previous
My Business Information page will be also used for your Administrative, Ordering,
Payment, and Billing address. Click on the Next button.

‘wrw. honolulu.govipur

Address Information Save and Close I Cancel Registration | Back | Next

Questionnaire

Please enter the following information about your Administrative, Ordering, Payment, and Billing addresses.

Welcome, vendor +» Legal Address Information
Hew Account Info. Address test street
My Business Info. City : testcity
L Radrasses & rontacts State Hi

Zip/Postal Code : TEST ZIP
[ Additional Business

Information
O Registration Summary = Address Questions
 No
Should your legal address listed above be used for any other type of address (A istrative, Ordering, Pay! or Billing)?: &Y
v Yes
 No
Is your address information the same for Admini: , Ordering, Pay , and Billing addresses? -
@& Yes
 No
Do you have the same contact for all address types (Admini: , Ordering, Pay t, or Billing)? :
@ Yes
Save and Close Cancel Registration | Back | Next
City and County of Honolulu 11 of 15
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Address and Contacts

16. The Address and Contacts page should be displayed. Complete the required fields that
are indicated with a red asterisk. Select the check box next to Billing to indicate if you
want to provide a billing address for invoices from the City. Click on the Next button.

cq

Addresses and Contacts [ saveandCiose |  CancelRegistration | Back | next|

Based on the answers you provided on the previous page additional information is required to capture address and contact details for each of
your different address types. If you wish to enter the same and contact ination for each type enter all of the required fields below
related to your Administrative, Ordering, Payment, and Billing address and select the Next button to proceed. Please note that your Billing address
Welcome, vendortest  information is optional. If you do have sep. and contact ions for each type you may go back to the previous page
and change the answers you provided in order to fill out all the address and contact information on multiple pages.

¥ "Administrative

M tew Account info
B My Business info.

O Addresses & Contacts |+ *Ordering
O Additional Business
Infarmation ¥ *Payment

[ Regiairaticn. Secsensey Iinq “Entering a Billing Address is optional. Please uncheck this box prior to clicking "Next' if you would prefer to enter a Billing Address at
i later time.

w Address Information
*Street 1: Test Street
Street Address, P.O. Box, Company Name, etc.
Street 2:
Street Address, P.O. Box, Company Name, etc.
*City : Test City
*State/Province : Hawail -
ZipiPostal Code : TEST ZIP
Country: United States v
County: ~

“Phone Ext.:

Additional Address Info :

= Contact Information
For the address type shown above, please enter a contact person

“Principal Contact | Test Contact Fax:
Title/Role Fax Extension :
“Phone § TEST PHONE Alternate Fax :
Phone Extension Alternate Fax Extension :
Alternate Phone Email : Test@email.com
Alternate Phone Extension Correspondence Type : Email -

Save and Close I Cancel Registration I Bar.ul Next I

City and County of Honolulu 12 of 15
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Additional Business Information

17.The Additional Business Information page should be displayed. This page is where you
can associate Commodity Codes or Business Types to your account.

e Commodity Codes are 3-digit codes that represent a good or service. By
associating a particular commodity code to your organization, you will be able to
receive automatic email notification pertaining to the commodity code you have
associated.

e Business type are used to indicate your organization’s business structure. You
can indicate such business types such as Minority Owned or Disadvantaged
Business Entity.

18. After associating the Commodity Code(s) or Business Type(s) to your account, click the

Corl
Additional Business Information Save and Close I Cancel Registration | Back | Hext |
Commodities
Welcome, vendortest
Select the commedity codes/ciasses that desoribe goods and services that your organization provides.
B Hew Account Info. Click the "Add” butten to identify the appropri Sities for your ization. This infarmation is
EMyElusinesslnfD. optoriak
Addresses & Contacts
O Additional Business Add
Information
O Registration Summary
Commuodity/Service Code Commoeodity Description
00521 Abrasives, Sandblasting, Metal Delete
99820 Buses, Transit And School, Sale Of Surplus And Obsolste kem Delete
98523 Copy Machineg, Thermal Type, Rental Or Lease Delete
Business Types
Click the “Add™ button to identify the appropriate business types for your organization. This information is
optional.
Add
Business Type ID Certification Number Certification Start Date Certification End Date
Minority Duined | |03/05/2015 | Delete
Viomen Owned | |03/05/2015 | Delete
Save and Close Cancel Registration | Back | Next |
City and County of Honolulu 13 of 15
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Registration Summary

19.The Registration Summary page should be displayed. Review and verify that the
information you have entered for your VSS account registration is correct. Click on the

Back button to go to the previous pages to make corrections, or click the Submit

Registration button

Ham e e e wavew.honolulu.govipur
F SERVICE

Y

Registration Save and Close I Cancel Registration | Back | Submit Registration Print This Page I
Summary
Welcome, vendor The summary below is based on the information you entered. If changes are needed, please select the Update Information link. This will

navigate you back to the appropriate screen for you to make your change.
M Newr Account Info.
M My Business Info.

R e = Organization Information

) Additional Business Organization Type : Individual ) Foreign Tax ID:
Information 1099 Classification : Sole Proprietor National Provider ID @
[ Registration Summary Location Hame : CAGE
Location Web Address : W-8 Form:

Number of Employees : DUNS:

Annual Income : Extended DUNS:

Internet Catalog :
Preferred Ordering Method :
Pcard Acceptance Level:

Update Information

= Legal Name Information

Legal Name : Testfirst Testlast First Name : Testfirst Name on Check:
Business Name (Alias!/ DBA) : Middle Name :
Name Control : TEST Last Name : Testlast

Update Information

= 1099 TIN Information

Taxpayer ID 123456711 Detailed TIN Type : 35N
Number : 1099 Reportable : Yes
Taxpayer ID Number SSNATIN/ATIN
Type:

Update Information

Thank you!

20.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.
e email the W9 to bfspurchasing@honolulu.gov or
o faxto 808-768-3299 or
¢ malil hard copy to:
City and County of Honolulu
Division of Purchasing
530 South King Street, Room 115
Honolulu Hi, 96813
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e Cio LU wwrw.honolulu.govipur

VENDOR SELF SERVICE

Thank You!

Congratulations, you have completed the registration process.
You may now login to Vendor Self-Service using the User 1D
and Password you just created.

Your Vendor Code is: V300000104584
*Please save your Vendor Code for future reference

Welcome, vendor

Please sign and submit by mail, email, or fax your completed
IRS W-9 or W-8 form to:

City and County of Honolulu
Division of Purchasing

530 South King Street, Room 115
Honolulu, Hawaii 96813

Email: bfspurchasing@honalulu.gov
Fax: (808)768-3299

IRS Forms W-9 and W-8 may be downloaded from the IRS
website at:
WWWLITS .oV,

You WILL NOT be able to receive purchase awards from the

City until you submit the form and your vendor account
becomes Active.

Password Reset Print This Page

4

You may login to your VS5 account to view andfor update your
account information. Click here to login.

21. An email will be sent to your email address to acknowledge receipt of you VSS
registration.

22.0nce the Division of Purchasing office has verified your registration information and W9
form is correct, you will receive another email to confirm completion of your registration.

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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