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Registration Tips:

Please allow 30 minutes to complete your Pima County vendor account
Before you begin, make sure you have the following information on hand

e Tax ID Number (This can also be your SSN if you are an individual)
e Legal Business Name
e DBA Name (if applicable)
e Contact Information (name, address, email, phone and fax number) for the following:
o Account Administrator (person responsible for your account)
o Ordering
o Payment
e Description of your products and services (Commodity Codes)
o Note: Commodity codes selected will determine which solicitation email notices
your organization will receive. You will not receive notification of bids unless the
appropriate commodity code is associated with your vendor account.

Please allow 48 hours for your Vendor Registration to be approved

Note: Vendors must register at least 48 hours in advance and submit a signed W-9 Form, in
order to be awarded a contract.
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You must be an active registered vendor in the Vendor Self Service (VSS) to be awarded a Contract, Purchase Order or
Master Agreement.

A valid email address must be entered to do business with Pima County and to be notified of upcoming solicitations, etc.

To access the Vendor Self Service (VSS), go to the Pima County Procurement Home Page at
http://webcms.pima.gov/cms/One.aspx?portalld=169&pageld=90700

e From the Procurement Home Page, click on New Vendor Registration/ Vendor Self Service
o This opens the VSS Portal

Library Calendar Employment Contact Us M

o PIMA COUNTY o <.

Recreation | Health | Development | Business | Community | Environment | Government

Procurement

130 W. Congress St., 3rd Flir.
Tucson, AZ 85701

(520) 724-8161

Pima County » Government » Procurement

Procurement

/

The Pima County Procurement Department is dedicated to conserving public funds and conducting its procurement
process in a fair, open, and competitive manner. The Procurement Department will cultivate and maintain good
vendor relations. Qualified vendors are encouraged to participate in doing business with Pima County.

Procurement Newsroom

+ 2016 NIGP Vendor Reverse Trade Show
» 2016 ADOT Statewide DBE and Small Business Conference

+ How to be in Business and Still Sleep at Night
» The 18th Annual Southern AZ Procurement Fair

View more news articles

Vendor Information l Solicitations l Bid Tabs & Awards l eContracts l Code and Policies

Vendor Information

+ How to do Business with Pima Coun

» New Vendor Registration / Vendor Self Service

« Search for Buyer Assignments Based on Commodity Codes
» Small Business Enterprise (SBE) Participation Program
« Living Wage

» County Cooperative Agreements - Authorized Agencies
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Vendor Self Service

WELCOME TO THE VENDOR SELF SERVICE SYSTEM

This is the first page of the VSS
System

If you are registering in VSS for
the first time, you must verify
that you do not exist in the
system or if you are a registered
vendor, verify that your Vendor
Registration is Active. (See next
step under Verify Registration)

If you are certain that your
Company or Individual data is
already entered and your accoun
is active, enter your USER ID

and PASSWORD in the Registered
Users section and select Login to
proceed

VERIFY REGISTRATION

b,

PIMA COUNTY

PROCUREMENT

__ Registered Users

Please log in to
= Perform Account Maintenance
= Respond to Solicitations

User ID

Password

7
Login I Password Reset

Need help? For instructions on using the Pima County Vendor Self Service System or specific
questions, please visit our help site.

New Users Public Access as a GUEST
* Register my company + View Posted Solicitations
» Create User ID for existing account » View Award Notices
Register Public Access I

Terms of Use | Security

The first step is to verify your registration status

e Under New Users, click the Register
button, this will bring up the
Memorandum of Agreement page

b

PIMA COUNTY

PROCUREMENT

ed Users

Please log in to
= Perform Account Maintenance
= Respond to Solicitations

User ID

Password

Login I Password Reset

Meed help? For instructions on using the Pima County Vendor Self Service System or specific
questions, please visit our help site.

New Users Public Access as a GUEST
» Register my company = View Posted Solicitations
- Create User ID for existing account - View Award Notices

m T feee
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Memorandum of Agreement

e Read and click the Accept Terms button
e You MUST ACCEPT the conditions of the agreement in order to use VSS

Memorandum of Agreement

You must accept the terms of this Memorandum of Agreement in order to register as a vendor with VVSS. If you choose not to 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; (ii) file, on behalf of the Vendor, all of the information requested in this registration process; and (iii) enter into this Agreement on
behalf of the Vendor. By submitting this electronic vendor registration, you hereby agree on behalf of the VVendor and for the benefit of each
agency and public body that:

1. The Vendor shall use VSS 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 VSS registration and VSS 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 VSS 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 V5SS registration and registration update functionality.

This Agreement shall remain in effect for as long as the Vendor is registered as a \VSS 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 or in part
using VSS.

Registration Tips

e Review the information needed to start a new registration
e Click the Next button to continue

Registration Tips

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

Assemble the following information before continuing:

« Information on each location (first location entered will be considered the Headquarters)
e Tax ID Number
« Legal Business name
« Contact Information (name, address, email, phone and fax)
o Account Administrator (person responsible for your account)
o Ordering
o Payment
« Descriptions of your products and services (for example, commodity codes)
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Search for an Existing Account
Note *(asterisk) can be used as a wildcard

Choose to search by “Company” or “Individual” depending on your type of business
o Company Search use your Tax Identification Number (TIN) OR Legal Business Name

o Individual Search use your Last Name AND Last four digits of Social Security Number (SSN)
o The TIN OR SSN should be entered without dashes
e C(Click on the corresponding Search button

Search for an Existing Account Cancel Registration | Back |

To activate youraccount you musthave a vendor code. This page will help you determine whether or notyou have one. You will not be able to create a new code ifone

alreadyexists. If the account exists it will be designated as a companyorindividual based on the information you previously provided. Please select one ofthe search
opfions below to determine ifyou alreadyhave a vendor code.

» Company Search

Tosee ifyou have a vendor code and have an Employer Identification Number (EIN) on file, first search by TIN:

Taxpayer Identification Number ‘

Search |

OR Legal Business Name ’

| » Individual Search |

Toseeifyou have a vendor code and have a Social SecurityNumber (SSN) on file enter your LastName and last four digits of your Social Security Number.

Last Name | AND  Last4 digits of SSN

Search |

Cancel Registration | Back |
Additional Resources & Information:

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

o Anotification message will be displayed at the top of the page.
o Youmust correctthe errors indicated before continuing to the next step.
o Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.
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DO NOT RE-REGISTER IF YOU APPEAR IN THE LIST

Based on the search results:

After you select search, you will get one of the following results. Proceed to the page number listed to complete the
process.

1. Search for an Existing Account/Results Found — Activated YES .......... Page 7
2. Search for an Existing Account/Results Found — Activated NO .......... Page 8
3. Search for an Existing Account/ Results Not Found ..........cccceceueeveennnee Page 11
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1. Search for an Existing Account/ Results Found — Activated Yes

If you locate your Legal Name, verify the status — ACTIVATED? Yes

=@ If you know your log in, click Cancel Registration and return to the Login Screen
e Login with your User ID and Password

e If you forgot your user name or password, contact Vendor Relations at 520-724-8465
(Note: this is the same as Contact your Administrator)

Contact Us
Selrch for an Existing Account/Results Found Cancel Registration Back
To acti)ate your account you musthave a vendor code. This page will help you determine whether or not you have one. You will notbe able to create a new code ifone
alread|

exists. Ifthe accountexists it willbe designated as a company crindividual based on the information you previously provided. Please select one of the search
option§ below to determine if you alreadyhave a vendor code.

+ Company Search

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

Taxpdyer Identification Number

Search I

OR Legal Business Name

OR
< Individual Search

To sef 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 I*villanue\ra* AND Last 4 digits of SSN |7856

Search I

Theyllowing exists for the information you entered:

Vendor Number Legal Business Name Alias/DBA Name | Activated?
V S0000001259 ISABEL C VILLANUEVA Yes

Contact your Administrator

Has your account been found and listed above?
Yes, butitis already registered

——— » Click the "Contact your Administrator” link to determine who you need to contact for access.
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2. Search for an Existing Account/ Results Found — Activated No

If you locate your Legal Name, and your account is not Active, Activated? NO

e Select Click here to activate your account @

Search for an Existing Account/Results Found

Cancel Registration I Back |

To activate your account you must have a vendor code. This page will help you determine whether or not you have one. You will not be able to create a new code if
one already exists. If the account exists it will be designated as a company or individual based on the inforfhation you previously provided. Please select one of the
search options below to determine if you already have a vendor code.

+ Company Search

To see if you have a vendor code and have an Employer Identification Number (EIN) on file, first search b

Taxpayer Identification Numberl OR Legal Business Name |*PIMA
Search I

TIN:

COUNTY FINANCE

OR
v Individual Search

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

Last Name I AND Last 4 digits of SSN
Search I

The following exists for the information you entered:

\4

Vendor Number Legal Business Name Alias/DBA Name
VC0000001362 PIMA COUNTY FINANCE

Activated?,

No Click here to activate your account;

Account Verification

Enter information to authenticate you as a valid user for this account

Verify your account by entering your TIN OR SSN in the Vendor Verification Password box
o Click the Submit button, this will take you to the My User Information Page

Account Verification.

Cancel Registration I Backl Next I

Please verify that you are part of this organization by entering the TIN number of your Headquarters and hitting submit. If you are unsure of the TIN number, please contact the Account Administrator for your Headquarters

Vendor Verification Password :[sesesesee| I Submit II Return to Vendor Name Search I
Tax 1D Nurmbers must b
digits, no dashes

Headquarters :

Passwords are set by your Account Administrator. If
Account Administrator you don't know the password, see the contact
information below.

Principal Contact :
Email -

Phone :
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Please note: Required fields are marked with a red asterisk *

My User Information

e User ID: (case sensitive); save this user ID you will need this to continue with activation of your account
e First Name: use Proper Case

e Last Name: use Proper Case

e Email:

e Re-enter Email:

e Phone: XXX-XXX-XXXX

e Password: (case sensitive); save this password you will need this to continue with activation of your account

e Re-enter Password:

e Security Question:

e Security Answer: (case sensitive)

e Re-enter Security Answer: (case sensitive)
e Click the Next button

My User Information Cancel Registration | Back | Nextl

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 Information

*User ID (case sensitive) :

(User ID should be between 2 and 16 characters in length )

“First Name :
*Re-enter Email :
“Phone : 520 724 8465 Ext.] |

KRA=XRKHXHKKK

Pre S o vre
v Password

*Password (case sensitive) : (Passwords should be between 2 and 16 characters in length )

“Security Question :|Whai is your mother's maiden name? v

*Security Answer (case sensitive):|:|
"Re-enter Security Answer :I:I

*Indicates a required field

Additional Resources & Information: Cancel Registration I Back
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Verify & Submit Registration

e You will receive four Informational messages in red
e Click the Submit Registration button

You have 4 messages

1: Information : User access privileges have been changed to Account Administrator. (A5439)

2: Information : User Optional access privileges is updated with Tax inquiry vendor role.

3: Information : User Optional access privileges is updated with Create Invoice User role

4: Information : User Optional access privileges is updated with Create Solicitation Response User role.

Virvar All Rataile '

Verify & Submit Registration |—Cencel Registraton | Back |

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.

Submit Registration

Thank You!

e A Thank You page will display

e Click on the X to Exit this page

e Find the VSS Link on the Pima County Procurement Home Page, Vendor Information Tab
e Login with the User Name and Password you just created

e Verify your vendor account, update any information necessary

Internet Explorer -

COUNTY

Thank You!

Congratulations, you have completed the registration process. You may now loginto VSS using the User Name and Password you just created.

Wed 10/26/2016 %56 AM
You will receive an Email of vendors@pima.gov
Acknowledgement of your ADVMAIL: WELCOME TO PIMA COUNTY VENDOR SELF SERVICE (VSS)

To TestVendors
Vendor Account '
Retention Policy  1-Inbox Retention (60 days)

i 0We removed extra line breaks from this message,
e Save Email for Future

Reference
e Email will display User ID Ioe Smith:
and Vendor Number Congratulations, you are now a registered user of Pima County Vendor Self Service (VSS).

Here are some details about your VS5 account:

NOTE: You can skip the rest of
this guide since you have
completed the activation
process.

Your User ID is: PimaTest
Your Legal Business Mame is: PIMA COUNTY FINANCE Your Vendor Number is: VC0O000001392

If you have questions, please contact Pima County Procurement Vendor Relations at (520) 724-8465.
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3. Search for an Existing Account/ Results Not Found

e If you are not registered, click the New Registration button
o Continue with the New Registration instructions

Search for an Existing Account|Results Not Found]| ___cancel Registration | Back |

To activate your account you must have a vendor code. This page will help you determine whether or not you have one. You will not be able to create a new code if one already exists. If the account exists it
will be designated as a company or individual based on the information you previously provided. Please select one of the search options belowto determine if you already have a vendor code.

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

Taxpayer Identification Number OR Legal Business Name [*County Club™
Search 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 | AND Last 4 digits of SSN
Search I

No results have been found for your account. Please perform further research or select the New Registration button to create a new
account. I New Reqistration | I

Cancel Registration I Back I
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NEW REGISTRATION

Please note: Required fields are marked with a red asterisk *

My User Information

e User ID: (case sensitive); save this user ID you will need this to continue with activation of your account
e First Name: use Proper Case

e Last Name: use Proper Case

e Email:

e Re-enter Email:

e Phone: XXX-XXX-XXXX

e Password: (case sensitive); save this password you will need this to continue with activation of your account

e Re-enter Password:

e Security Question:

e Security Answer: (case sensitive)

e Re-enter Security Answer: (case sensitive)
e Click the Next button

My User Information Cancel Registration | _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 Information
*User ID (case sensitive) :

(User ID should be between 2 and 16 characters in length )
“First Name :

“Last Name :
“Email :
“Re-enter Email ;
*Phone :; Ext.:
JOOK-XHH00K

R —

XOOKIOCK-XXKX

- Password
“Password (case sensitive) | (Passwords should be between 2 and 16 characters in length )
Renterpassword ]

“Security Question J v|

“Security Answer (case sensitive ):]
“Re-enter Security Answer E

*Indicates a required field

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:

« 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 Frequently Asked Questions accessible from the left hand navigation bar.
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Verify Email Address, you must click the “Next” button to generate the email

Verify Email Address

To continue your VSS registration, we must verify your email address. When you receive the email we send you, follow the
link provided or copy the link into your browser.

Make sure your own security setting will not block the receipt of this email. To prevent the email from being blocked, add the
following address to your email contacts : vendors@pima.gov

An email will be sent to the following addre ss :testvendors@pima.gov

You must click the "Next" button to continue your VSS registration.

Additional Resources & Information:

Cancel Registration I Back I I

e 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 Frequently Asked Questions accessible from the left hand navigation
bar.

Thank You!

e If you received the verification email, click the “Close Browser” button

Thank You!
e If you did not

receive the A verification email was sent to you.
verification
email, follow 1. Open the email

2. Click the link provided in the email
the instructions

provided on
the pop-up Cannot click the link in the email?

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

Have notreceived a Verification Email?

—

Login to VSS as an Activated User using your User ID and Password
2. Correct your email address and click Next
3. Click Next again to verify your email address
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Check your Email Inbox, open the Email from vendors@pima.gov

e Click on the link provided (if you cannot click on the link, copy & paste into your browser)

Mon 10/10/2016 12:08 PM

vendors@pima.gov
ADVMAIL: PIMA COUNTY VENDOR SELF SERVICE (VS5) EMAIL ADDRESS

To TestVendors

Retention Policy  1-Inbox Retention (60 days) Expires 12/%/2016

Isabel Testing:

By clicking the link below, you are verifying the email address that you have created for your Pima County 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.

http://spxappf/webapp/VSSPROD1/AltSelfService PEmail Token=01913608257449323765

Thank You.

Login

e After you click on the link, you will be transitioned to a VSS login page
e Enter the User ID and Password (you created for your account)
e Click the Login button to continue with registration

Login

To continue registration, enter your User ID and Password.

User ID

Password
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Step 1: Add Business Location — New Account Registration

Please note: You will be able to “Save and Close” at any time and continue your registration at a later time. If

you click “Cancel Registration” at any time throughout the registration process it will completely cancel your
registration and you will need to start over.

Save and Close Cancel Registration I Next I

TIN Type
e Choose one of the following options that best describes your type of business

e Note: If you select the first option, use a “I will use a Social Security Number (SSN)”, be sure you select whether you
have a SSN, ITIN or ATIN

Add Business Location - New Account
Registration

Please choose one of the following options to describe howyou plan on doing business and select the Next button to continue.
+» TIN Type

O lwill use a Soaal Security Number (SSN), Individual Taxpayer ldentification Number (ITIN), or Adoptive Identification Number (ATIN).

Please select one of the following : I SSN O ITINO ATIN (’j

O Iwill use my enfity's Employer Identification Number (EIN).

I do not have any of the above forms of Taxpayer identification.
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Step 1: Add Business Location — New Account Registration - continued

Classification

e Choose one of the following options that best describes your type of business

v Classification

I plan to do business using the following classifications. Please select only one.

Select Classification
Individual

Sole Proprietor
Partnership
Corporation
Nonresident Alien
Trust

Foreign Business Entity
State Government
Other Government
Other

Joint Venture

Other Non-Profit Org
Employee

Estate

LLC filing as Partner
LLC filing as Corp
LLC filing as Sole Prop
Church/Religious Crg
Personal Service Corp
Federal Government
Resident Alien

CO0O000COO0OOO0OOOOOOOOOODOOO

Customer
Hint:  Use the Frequently Asked Questions to obtain a definition of the dassifications.

Question
o If you have any issues with how you should answer any of these questions, click the Submit Question button or
contact Vendor Relations at (520) 724-8465
e Click the Next Button

OR

» Question
Select here to submit a question to Vendor Relations or call (520) 724-8465.

Submit Question |

Save and Close I Cancel Rﬂistration
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Step 2: My Business Information

Please note: Required fields are marked with a red asterisk *. Some of the fields are populated with data gathered
from the questions you previously answered. If any of the other fields are applicable to your company, please fill
them in.

e Organization Information:
o Organization Type: This section will auto-fill
o Classification: This section will auto-fill; however, you can modify if needed by selecting the drop
down.

~ Organization Information

“Organization Type :ICompaw Change I Foreign Tax ID :| |
* A Change to this field will remove all data previously entered. National Provider ID :l:l
*Classification :| Corpaoration v| CAGE Code :l:l
Location Name :| | W-8 Form ;
Location Web Address :| | DUNS ;I:l
Number of Employees : 9 digits(No dashes)
Annual Income : Extended DUNS :l:l
4 digits(No dashes)

Internet Catalog :| |
Please include Http:// or Hitps:

Preferred Ordering Method :

I

Pcard Acceptance Level :| v

e Legal Name Information:
o If you have indicated that your organization is an individual, the First Name and Last Name field will appear
for you to complete
o If you have indicated that your organization is a Company, the Legal Name field will appear for you to
complete
o Enter the Name Information using Proper Case

v Legal Name Information

“Legal Name on W-9 :| Business Name (Alias/DBA) :| Name on Check:
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Step 2: My Business Information - continued

e 1099 TIN Information
o Taxpayer ID Number: Enter your TIN OR SSN

« 1099 TIN Information
Create Taxpayer |D Number: | Taxpayer ID Number J 1

Re-enter Taxpayer ID Number: | Taxpayer ID Number Type :EIN
1099 Reportable :Yes

e Legal (1099) Address Information
o Street 1: Enter Street Address, this address is where Pima County will be sending your annual 1099 form, if
applicable
City:
State/ Province: Select from pull down list
Zip/ Postal Code:

v Legal (1099) Address Information

“Street 1 :| |
“City :| ]
“State/ Province :| v

“Zip/Postal Code :

e Discount Information/ Executive Compensation: Optional
e Click the Next button

« Legal (1099) Address Information

*Street 1 :l:l
oy ]
SwelPovinee ]
“ZiplPostal Code :[ |

+ Discount Information
If appropriate, please enter any Discount Terms you offer for prompt payment of invoices.

Number of Days 1 :I:l Discount Percent 1 :l:l
NumberofDaysI:l:l Discount Pementl:l:l
Numberofl)ays?n:l:l Discount PEroent}:I:l
NumberofDaysd:I:l Discount Peroentd:l:l

~ Executive Compensation

Officer Name 1 :l:l Officer Compensation 1 :l:l
Officer Narne2:|:| Officer Compensation2:|:|
Officer Narne]:l:l Officer Compensation]:l:l
Officer Name-l:l:l Officer Compensalion-l:l:l
Officer Name5:l:| Officer Compensalion5:l:|

Save and Close Cancel Registration Back
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Add Business Location — Address Information Questionnaire

This is a summary of the information provided on the previous page, please enter the following information
about your Administrative, Ordering, Payment, and Billing addresses. Review for accuracy.

e Address Questions (Select Yes, if you will only be using the Legal Address Information for your
Administrative, Ordering, Payment, and Billing address).
o Answer the questions regarding the address listed above. If this is not the same address that
you will use for Payment, Ordering or Billing, you will be able to add more addresses later
o Click the Next button

Add Business Location - Address Information Save and Close Cancel Registration | Back | Next I
Questionnaire

Please enterthe following information aboutyour Administrative, Ordering, Payment, and Billing addresses.

= Legal Address Information

Address - 130 WCongress St
City : Tucson
State AZ

Zip/Postal Code : 86701

w Address Questions

No
Should your legal address listed above be used forany other type of address (Administrative, Ordering, Payment or Billing)? ® ¥
es
O No
Is your address information the same for Administrative, Ordering, Payment, and Billing addresses?
@ Yes
O No
Do you have the same contadt for all address types (Administrative, Ordering, Payment, or Billing)? : ® v
es

Save and Close Cancel Registration Bacl
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Step 3: Addresses and Contacts
Some of the fields are populated with data gathered from the questions you previously answered.

—> o Uncheck the box next to Billing if you are not a customer. This address is Optional and will only be used
if you are a customer with Pima County. A customer is someone who will be paying Pima County.
e Enter Phone Number for address given.

Step 3: Addresses and Contacts

Based on the answers you provided on the previous page additional information is required to capture address and contact details for each of your differen
contact combination for each type enter all of the required fields below related to your Administrative, Ordering, Payment, and Billing address and select the
information is optional. If you do have separate address and contact combinations for each address type you may go back to the previous page and change
contactinformation on multiple pages.

*Administrative
*Ordering

[#] *Payment

=> [ Billing “Entering a Billing Address is optional. Please uncheck this box prior to clicking 'Next'if you would prefer to enter a Billing Address at a later time.
~ Address Information

“Street 1 :|123 Four Avenue

Street Address, P.O. Box, Company Name, etc.

Street Address, P.O. Box, Company Name, etc.

ciyifrusn |

“State/Province :|Arizona V|

Zip/Postal Code :|85701

Country : | United States e
County : w
phone : 22072485 | g [ ]

K- - XXX

Additional Address Info:

Division/Department: l:l
Extended DUNS:[ |
CAGECode:[ |

Contact Information - required fields are marked with * (red asterisk)

e Please note if you entered an Email address, then Correspondence Type should be email. If you did
not enter an email address, then Correspondence Type should be Postal Service

e Enter Principal Contact  + contact Information

For the address type shown above, please enter a contact person.

e Enter Phone Number

. *Principal Contactll (Isabel Testing Fax :
e Enter Email (EERCTTR— | |
Title/Role : Fax Extension :I:|

e Select Correspondence

Permissions :| | Alternate Fax :| ‘
Type (Emall from the Authorized Representative: [ | Alternate Fax Extension:
pull down) “Phonef | 520.724-8465 L] *Email § testvendors@pima gov

Phone Extension: I:l *Correspondence Type

Alternate Phone :| |

° ClICk the Next button Alternate Phone Extensiun:l:l

English Spoken

I ‘ Save and Close l Cancel Registration ! Next “

EX]
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Step 4: Additional Business Information

e Commodities: Select all Commodities that apply

o Description of products and services that your organization provides.

o Note: Commodity codes selected will determine which solicitation email notices your organization
receives. You will not receive notification of bids unless the appropriate commodity code is associated
with your vendor account.

e Click, the Add button
e Search by Commodity Code OR Commodity Description.
o You can use an asterisk (*) to search.
e Click the “Browse” link
e Place a check mark next to the commodity.
o Click the “OK” button to add the Commaodity Code.

e Verify Commodity Code is showing under Commodities
Step 4: Additional Business Information

Commodities

Plea=e select at lead one Commodity (Required). Select the commodity codes/classesthat describe goodsand servicesthat your organization provides Clickthe "Add™
button to identify the appropriate commaditiesfor your organization. This information isoptional

Commodity/Service Code Comm odity Des cription

Select one or more commodity codesor classes that desciibes the goods and services that your organization provides
you want to add. To search for a specific commodity code, class, or, description, enter a valid value in the Commodi

field and dickthe "Browse" link Once your selection ismade, dickthe "OK' button to add the selected commoditiest C hoose
cancel your changes and return to the Commodities page

M Select one or more commodity codesor classesthat descibesthe goods and services that your orga

Commodity/Service Codé 99995 you want to add. To search for a specific commodity code, class, or, description, enter a valid value i
_— field and dickthe "Browse" link Once your sslection ismade, dickthe "OK' button to add the sslect:

Commodity Descriptior]: cancel your changes and return to the Commodities page.
Commodity Description Comm odity/Service Code
B c
[] ABRASNES 00500 sowse Leal
[] Abrasive Equipment & Tools 00505 Commodity/Service Code : (99985
El Abrasives, Coated: Cloth, Fiber, Sandpaper 00514 Commodity D cription . |
|:| Abrasives, Sandblasting, Metal 00521
[] Abrasives, Sandblasting Other than Metal 00528 Commedity Description Comm odity/Se rvice Code
[] Abrasives, Solid: Wheels, Stones 00542 Pima County Employee 99995
[] Abrasives, Tumbling Wheel 00556 First Prev Next Last
El Grinding & Pelishing Compounds: Carborundum, Diamond 00563
[] Pumice Stone 00570
|:| Recycled Abrasives Products & Supplies 00575

First Prev Next Last

lawl pancar |

ﬂ Step 4: Additional Business Information

Commeodities

Plea= select at lead one Commodity (Required). Select the commodity codes/classesthat describe goodsand servicesthat your organization provides Clickthe "Add”
button to identify the appropriate commoditiesfor your organization. This information isoptional.

Commodity/Service Code Commeodity Des cription
99995 Fima County Employee Delete
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Step 4: Additional Business Information - continued

e Business Types
o Click the Add button
o Click the “Next” link to view and select the Business Type that applies
e Place a check mark next to the Business Type you want to add
o Click the “OK” button to add the Business Type
e Verify Business Type is showing under Business Types
e Click the Next button

Business Types

Clickthe "Add" butfon fo identify the appropriate business typesfor your organization. Thisinformation isopfional.

Business Type ID Certification Number Certification Start Date Certification End Date

Choose

Select one or more Business Types to associate fo your organizafion byclicking the checkboxnext to the comm oditi
business fype in Business Type search field and click the "Browse” link. Once your Business type(s) have been sele
EnterUpdate page where additional information can be entered for the selected business types. Click the "Cancel”

Browse Clear

Business Type
ASRS - Retiree

Large, Caucasian, Local Owned
Large, Caucasian, Non-Local

. Minority, Local Owned
Large, Minority, Non-Local

Large, Woman, Local Owned
Large, Woman, Non-Local Owned

Oogooooo
]
€

Other - Gowt, Non-Profit, Educ
[0 sman, caucasian, Local Owned
] m aucasian Non-Local

I Cancel I

Business Types

Click the "Add" button to identify the appropriate business types for your organization. This informafion is opfional.

Add
Business Type ID Certification Number Certification Start Date  Certification End Date
small, Caucasian, Local Owned Delete

| Save and Close I Cancel Registration |

220f23|Page



.

VAR

PIMA COUNTY Vendor Self Service

PROCUREMENT

Registration Summary, verify all information displayed for accuracy

e If you need to correct any information, click the Back button or the Update Information link in the corresponding

section
e  When information is correct, click the Submit Registration button

Registration Summary SaveandClose |  CamcelRegistration | Back | SubmitRegistration ]| Print This Page |

The summary below is based on the information you entered. F changes are needed, please selectthe Update Information link. This will navigate you back to the appropriate screen for
youto make your change.
- Location Verification

Werify My Locations by :
Vendor Verification Based on:

Updatae Inform ation
+ Organization Information
Organization Type : Foreign Tax ID:
1098 Classification : Hatienal Provider ID:
Location Name : CAGE Code :
Location Web Address : W-B Form -
Mumber of Em ployees © DUNS <
Annual Income : Extended DUNS :
Internet Catalog :
Preferred Ordering Methed :
Peard Acceptance Lavel:
Update Inform ation
= Legal Name Information
LegalMame: First Name: Maf @ on Check !
Business MNam e [Alias/DBA) : Middle Nam e :
Mam e Controd : Last Name:
Update Inform atien
= 1099 TIN Information
Taxpayer ID Datailed TIM Typa -
Muifi b -
1058 Reportable :
Taxpayer ID Mumber
Type:

Update Information

Thank You, you have completed the VSS Registration process for Pima County.
Save your log in, password & Vendor Code shown on the Thank you screen for future reference.

e Submit a Complete copy of the IRS W-9 Form to Fax Number 520-724-3646
e Please allow 48 hours to process your vendor registration
e You may “Print this Page” and exit out from VSS

Thank You!

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

‘Your Vendor Code is: VS0000015371
*Please save your Vendor Code for future reference

Print This Page |

You maylogin to your VSS account to view and/or update your account information. Click here to login.
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