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Login to Vendor Self Service system, once vendor activation and registration is complete.

It is recommended that the vendor periodically reviews their account information to make sure is current and
accurate.

Vendor account modifications will not be applied automatically. An automated process of matching up VSS and Pima
County Internal Database must be completed before any account modifications will become final. During this time,
the account modifications will be indicated in Pending Status.

Registered Users

Login to the Vendor Self Service system, using the User ID and Password you created on the registration process.
Select Login to proceed and continue to Account Information

o If you know your Company or Individual name is registered with Pima County, and do not remember the User
ID and Password; contact your account administrator or Vendor Relations at 520-724-8465 to assist with
updating your password

o

PIMA COUNTY

PROCUREMENT

___ Registered Users

Please log in to
= Perform Account Maintenance

- Respond to Solicitations
’ User ID

Password

kLogm 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 I Public Access

Terms of Use | Security

New Users - Search for an Existing Account
e If you are not certain you are registered with Pima County, please refer to the “Pima County Vendor Self
Service Guide” located on the Procurement Homepage
http://webcms.pima.gov/cms/One.aspx?portalld=169&pageld=90700
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Account Information - Summary
After, logging into the Vendor Self Service with your User ID and Password, the Account Summary tab will display.

e Account Summary will allow you to view your account’s general information.
e  Only the Account Administrator and/or Full Access users will be able to make changes to the address fields.

Home | Help | Contact Us | Accessible Help | Site Map | Logout

Accol Financjal Busines olicitation
Inform n Transactions Opportunities esponses

Business Info Addresses & Contacts |  Users Commodities Business Types Service Areas

Account Summary /

Account Financial Busi licitati
Information Transactians oppértunities RelpaRael

Summary Business Info | Addresses & Contacts | Users | Commeodities | Business Types | Service Areas

]G] DS
+ Primary Account Administrator

Primary Account Administrator : |sa Bel Email :
Phone : 520-724-8465 Ext :

= Account Information
Vendor Code : V50000015362 Vendor Status : Active
Legal Business Name : Testing 2018 1099 Reportable : Yes

« EFT Information

EFT Information may be entered atan account level orat the paymentaddress level Ifthe Address Level field displays a value of 'At leastone address has address-specific
EFT Information’, navigate to the Addresses page fo view the EFT Status for each address.

Account Level EFT Status : N/A
Address Level EFT Inform ation Available : No

« Prevent New Spending

Prevent New Spending may be applied atthe account level. This section indicates if new spending is allowed at the accountlevel.

Account Level : No

+ Payment Withholding
Existing Payment Hold: No
1088 Backup Withholding : No

= Financial Balance Overview
Open Agreem ents/Awards :
Scheduled Payments :
Total Payments Issued :
Total Payments Issued (Calendar Year):
Total Payments Issued (Prior Years) :
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Account Information - Business Information
My Business Information will allow you to update your organizations Information, DBA and your 1099 legal address.

e Select the ‘Update’ button to modify

Trth'.'saar'cﬁlglns Op%ﬁw:%?!sles

My Business Information

licitation
sponses

Addresses & Contacts | Users | Comm odities | Business Types | Service Areas

This is your Business Information. The buttons described below are conditionally displayed based on your organizations system settings. Contact your
Primary Account Administrator if you have questions regarding these buttons. Select the 'Update'’ button to modify your general information. Select the
'Change TIN' button if you need to change your Tax payer ID. Refer to the FAQs to modify your organization information. Select the 'Pending 1099
Additions' button to display requested TIN changes that are not approved yet. Select the "View Pending Changes' button to display other Business
Information changes that are awaiting approval. Click the "Add Business Location’ button to register new locations for this heaclquarters Account.

Update View Pending Changes Pending 1099 Additions Change TIN

+ Organization Information

Organization Type : Company Foreign Tax ID :
Classification : Corporation National Provider ID :
Location Name : CAGE Code :
Location Web Address : WWW . TESTINGMIxedCaSE PimaCounty ORG W-8 Form :
Number of Employees : DUNS :
poyees Extended DUNS :

Annual Income :
Internet Catalog :
Preferred Ordering Method :

Pcard Acceptance Level :

Please Note: If you need to make changes to Legal Name or Taxpayer ID number contact
Vendor Relations by email vendors@pima.gov or call 520-724-8465.
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Account Information - Business Information
Update My Business Information Page

ccount Fmarﬁial Busines. licitation
Inform ation Transactions Opportunities sponses

Organization Information S
allows you to update
your Organizations

Business Info Addresses & Contacts | Users ] Comm odities | Business Types | Service Areas

Update My Business Information Page

Edit the fields below to request the change of your information, and click the 'Save Change' button to submit the request. Ared star denotes arequired field. Thic

° Locat|on Name Screen reflects your latest submitted changes, please use the View Pending Changes’ button on the main page to see a detailed list of your requests and
whether they are awaiting submission, are being reviewed or have been approved or rejected

e Web Address

Save Changes I Cancel I
e Number of

Employees » Organization Information

| Organization Type : Company Foreign Tax |D;|:|
e Annual Income Classification:[4 | Find
Classification : n NationalProvider>:[ |

e Cage Code Corporation cAgECode: |

[ ] W-8 Form : v
DUNS Number Location Web Address [N TESTNGMbedGa] o _:__

umber of Employees 9 digits (no dashes)
Annual Income : Extended DUNS :|:|

4 digits (no dashes)

Internet Catalog :
Please include http# or https:#

Preferred Ordering Method :

Pcard Acceptance Level :| v

Legal Name Information
allows you to update
your Organization

Financial

Busij| licitati
Transactions Oppl'::psrﬂen?lsles &s‘ﬁbnslgrsl

Summary Business Info Addresses &Contacts | LUsers | Commodities | Business Types Service Areas

® AI'aS/DBA » Legal Name Information

(BUSineSS Name) Legal Name on W-9 :|Te5ting 2018 ‘ Name on Check :

Alias/DBA (Business Name) :| ‘

Legal (1099) Address Information

allows you to update oER  oRSMML.  ElEAe
your Organization

Summary Business Info Addresses & Contacts | Users | Commodities | Business Types | Service Areas

e 1099 legal Address  » Legal (1099) Address Information

“Street 1 :|130 W Congress St ‘

*City :|Tucson ‘

* State/Province :| Arizona V‘

*Zip/Postal Code :|85701
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Account Information - Business Information
Update My Business Information Page — continue

Once you have edit your record click the ‘Save Changes’ button to submit the request.

Account Anangial Busine licitation
Transactions Oppo! Uhitles Iigsponses

Summary Business Info Addresses &Contacts | Users | Commodities | Business Types |  Service Areas

Update My Business Information Page

Edit the fields below to requestthe change of your information, and dlick the 'Save Change'button to submit the request. Ared stardenotes a required field. This Screen reflects
your latest submitted changes, please use the 'View Pending Changes' bution on the main page fo see a defailed list of your requests and whether they are awaiting
submission, are being reviewed or have been approved or rejecied.

l Save Changes l Cancel |

Thank you! page will display
e click the Next button

A t Fi 1al Busi licitati
e EAEESEe o hee s

Summary Business Info Addresses &Contacts | Users | <Commodities | Business Types |  Service Areas

Thank You!

Thank you for updating your Legal Information. Changes to your legal name or TIN requires that you printout, sign, and mail in a new substitute W-9 form. Please send
the form to the address indicated on the form.

Download Substitute W-8 Certification Form
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Account Information - Business Information
Update My Business Information Page — continue

Use the ‘View Pending Changes’ button to see a detailed list of your changes
e Pending Changes box should be checked mark awaiting to be reviewed and approved by Vendor Relations

A t Fil ial Busi licitati
SR RS es fslespean

Summary Business Info Addresses &Contacts | Users | Commodities | Business Types |  Service Areas

My Business Information

This is your Business Information. The buttons described below are conditionally displayed based on your organizations system settings. Contact your Primary
Account Administrator if you have questions regarding these buttons. Select the 'Update’ button to maodify your general information. Select the 'Change TIN' button if
you need to change your Taxpayer ID. Refer to the FAQs to modify your organization information. Select the 'Pending 1099 Additions' button to display requested TIN

changes that are not approved yet. Select the 'View Pending Changes' button to display other Business Information changes that are awaiting approval. Click the 'Add
Business Location' button to register new locations for this headquarters Account.

Update I View Pending Changes ﬂ Pending 1098 Additions I Change TIN l Pending Changes : I
Download IRS W-9 Form

View Pending Changes
This View displays updated information that not yet has been reviewed or approved

e A status of ‘New Change’ indicates that the record has to be submitted and you will be able to updated your
Pending Changes if you have entered some information in error by selecting Update Pending Changes

e A status of ‘Pending Approval’ indicates that the record has been submitted to Vendor Relations and is
awaiting approval.

Accoupt Financial Busine: licitation
Transactions Opportrlfln?tsles gel ponses

Summary Business Info Addresses &Contacts | Users | Commodities

Business Types |  Service Areas

View Pending Changes

This View displays updated address records that have not yet been reviewed or approved by our Organization. A status of 'New Change' indicates that the record has yet

to be submitted to our financial system for approval. A 'Pending Approval' status indicates that the record has been submitted to our financial system and is awaiting
approval.

Attribute Changed Change Entered By Change Entered On Last Updated On Old Value New Value § Status
~  Location Name Test2018 11/012016 11/01/2016 Pima Countys f§ New Change

S IS I MEEY

Update Pending Changes |

Attribute Changed: [Location Name oWvae:[
Change Entered By : W New Value : ’W
Change Entered On: ’W

Last Updated On: ’W Old Memo Value :
Status : W

New Memo Value :
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Account Information — Addresses & Contacts
Existing Address & Contact Assighments

This section allows you to view, add or modify addresses on your vendor record.

e the default Ordering Address will be used to issue Purchase Orders and other awards documents to your
organization. The Principal contact person associated with the Default Ordering address will be sent the solicitation
email notices.

o the default Payment Address will be used to mail your payment to your organization

Please Note: you cannot delete an address once it has been added, you will only be able to add a new
address or modify an existing address.

Ac Financial Busine: licitation
Transactions Ople'{l‘.ln?tsleS Sponses

Summary | Business Info Addresses & Contacts Users | Commodities | Business Types |  Service Areas

Here are your addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking the 'Assign/Create
Addresses & Contacts' button. You can view your requests that are pending approval by selecting the View Pending Additions' button.

To modify the type of address select the View/Update' link under the Existing Address & Contact Assignments section next to the record you wish to update. To
modify actual addresses and contacts use the 'View/Update' link next to the appropriate record under the Update Addresses and Update Contacts sections.

Existing Address & Contact Assignments

Address ID Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes

ADOO1 Payment 7925 W Congress St, Tucson, AZ, 85701 No Contact No 110172016 D Wiew /Update View Pending Changes
AD002 Payment 130 W Congress St, Tucson, AZ, 85701 Test 1950 No 0972912016 ] Wiew /Update View Pending Changes
ADO002 Ordering 130 W Congress St, Tucson, AZ, 85701 Test1950 No 09/29/2016 ] View /Update View Pending Changes
AD002 Web Registrar 130 W Congress St, Tucson, AZ, 85701 Test 1950 No 0972912016 ] Wiew /Update View Pending Changes

I I I Assign/Create Addresses & Contacts View Pending Additions I

Update Addresses

Identify the Address ID you wish to modify
e Click the View/Update link

Update Addresses
Address ID Address Pending Changes
ADDM 7925 W Congress St, Tucson, AZ, 8571 [ ] View /Update | View Pending Changes
ADDO2 130 W Congress St Tucson, AZ, 85701 [ ] View /Update View Pending Changes
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Account Information — Addresses & Contacts
View/ Update Available Address

Update Addresses

¢ Modify the Address Information, click the Save button once all updates have been made

Accoupt Financial Busine licitation
Transa'&%ons Opportr:.ln?tsles sponses

Comm odities | Business Types | Service Areas

Summary Business Info Addresses & Contacts Users

View/Update Available Address

Modify or delete your address here. Click the 'Save' button once all updates have been made. Click the 'Cancel button to undo all updates entered.

A modified address will be validated according to postal standards. Review the changes and choose either the address you entered of the one that was validated.

[ save J| Detete Cancel |

w» Address Information

Address ID: [AD0D1

*Street1:[3950 W Counly Club |

Street 2: |

*City : |Tucson ‘

“State/Province : |Arizoﬂa V|

“ZiplPostal Code : [§5711| x

“Country : | United States v

S

“Phone: (520 724 8465 | Bet: | |
YOUCOK00K

Ectendedons:| |
cacecose| |

*Indicates a required field

e Pending Changes box will be checked to indicate that the address update is pending approval

Update Addresses
Address ID Address Pending Changes
ADOD1 7925 W Congress St, Tucson, AZ, 85701 View /Update View Pending Changes
ADOD2 130 W Congress St, Tucson, AZ, 85701 |:| View /Update View Pending Changes
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Account Information — Addresses & Contacts
View/ Update Available Contact

Update Contacts
This section allows vou to view. add or modifv contacts on vour vendor record.

Please Note: you cannot delete a contact once it has been added, you will only be able to add a new
contact or modify an existing contact.

Identify the Contact ID you wish to modify
e Click the View/Update link

Update Contacts
Contact ID Contact Name ContactAddress Pending Changes
PCO01 No Contact 7925 W Congress St, Tucson, AZ, 85701 |:| View /Update | View Pending Changes
PCO02 Test 1950 130 W Congress St, Tucson, AZ, 85701 [] View /Update View Pending Changes

e Modify the Contact Information, click the Save button once all updates have been made

Account Financial Busine licitation
Trans lu:ms Opportrbn?aes sponses

summary | Business Info Addresses & Contacts Users | Commodities | Business Types | Service Areas

View/Update Available Contact

Modify or delete your contact here. Click the 'Save' button once all updates have been made. Click the 'Cancel' button to undo all updates entered.

Cancel |

+ Contact Information

ContactID: IP C001 Alternate Phone : |20-724-8465 x
“Contact Name:||sabe| Villanueva | OHKIKHHX

Title/Role : | | Alternate Phone Extension: I:I
| S

OO0
Authorized Representative: [
Fax Extension: I:I

Email : |leslven dors @pima.gov |
Alternate Fax: I:I

*Phone : (520724 8465 | OIONION

JOOK0C-XHOK
Alternate Fax Extension: I:l
Phene Extension : I:I

Permissions :|
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Account Information — Addresses & Contacts
View/ Update Available Contact

Update Contacts

e Pending Changes box will be checked to indicate that the contact update is pending approval

Update Contacts
Contact|D Contact Name ContactAddress Pending Changes
PCO01 No Contact 7925 W Congress St, Tucson, AZ, 85701 View /Update View Pending Changes
PCDO2 Test 1950 130 W Congress St, Tucson, AZ, 85701 D View /Update View Pending Changes
View Pending Changes

This View displays updated information that not yet has been reviewed or approved

e Astatus of ‘New Change’ indicates that the record has to be submitted and you will be able to updated your

Pending Changes if you have entered some information in error by selecting Update Pending Changes
e A status of ‘Pending Approval’ indicates that the record has been submitted to Vendor Relations and is
awaiting approval.

Update Contacts
ContactID Contact Name Contact Address Pending Changes
PCOO1 No Contact 7925 W Congress St, Tucson, AZ, 85701 ViewaDdate[ View Pending Changes ]

PC0O02 Test 1950 130 W Congress St, Tucson, AZ, 85701 [] View /Update View Pending Changes ‘

View Pending Changes

Here are your requested changes awaiting approval.

Attribute Changed Change Entered By Change Entered On Last Updated On Old Value New Value Status
« Alternate Phane Test1950 11/01/2016 11/01/2016 520-724-8465 Mew Change
‘Contact Name Test1950 11012016 11/01/2016 No Contact Isabel Vilanueva New Change
Email Test1850 11/01/2016 11/01/2016 testvendors @pima.gov New Change
Back
Attribute Changed : p-\ltemate Phone Old Value : |
Change Entered By : [Test1950 New Value :|520-724-8465
Change Entered On: [11/01/2016
Last Updated On: [11/01/2016 Old Memo Value :

status : New Change

Nenar Mam aValie -
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Vendor Self Service: Account Maintenance

Account Information — Addresses & Contacts
Assign/ Create Addresses & Contacts

Add New Address

This section allows you to add a new Payment or Ordering Address.

Before you add a new address, verify that the address is not listed

Click, the Assign/Create Addresses & Contacts button

Account Financial Busine:
Transaralmns e unfaes

Summary | Business Info Addresses & Contacts

Here are your addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking the 'Assign/Create

Rglicitation
Sponses

Users | Commodities |

Business Types

|  Service Areas

Addresses & Contacts' button. You can view your requests that are pending approval by selecting the View Pending Additions' button.

To modify the type of address select the View/Update' link under the Existing Address & Contact Assignments section next to the record you wish to update. To
modify actual addresses and contacts use the "View/Update' link next to the appropriate record under the Update Addresses and Update Contacts sections.

Existing Address & Contact Assignm ents

Address ID Address Type Address

ADOO1 Payment
ADO002 Payment
AD002 Ordering
AD002 Web Registrar

D] e o] o]

7925 W Congress St, Tucson, AZ, 85701
130 W Congress St, Tucson, AZ, 85701
130 W Congress St, Tucson, AZ, 85701

130 W Congress St, Tucson, AZ, 85701

Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes

No Contact No
Test1950 No
Test1950 No
Test1950 No

Assign/Create Addresses & Contacts

)

11012016
09/29/2016
09/2%2016
097292016

View Pending Additions

(o |

View fUpdate  View Pending Changes
View Update View Pending Changes

View Update View Pending Changes

View Update View Pending Changes
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Account Information — Addresses & Contacts
Assign/ Create Addresses & Contacts — Step 1 of 3

Add New Address

e Select the Address Type you are adding to your vendor record
o The Active From date will auto populate with the current date if left blank.
o Complete the required fields for the new address, then click the Next button to proceed to Step 2

ToanEhs Op R Usianey

1 Addresses & Contacts Use

Assign / Create Addresses & Contacts - Step 1 of 3
Enter your new address information here and select dl appropriale address types. Click the Next' button 10 add a cortact

Your address may be validaled according fo postal standards If prompled, review [he changes and choose elfher ihe address you entered or the one that
was validated

Cancel

v Address Types

*Active From Active To Default Record Departmentivision  Additional Address Information
Account Adminis trator

Ordering

Payment

oooo
ooaoao

] Billing

« Address
“Address 0:[ Find
“sueet1:|
stroet 2
“City: |
*StatefProvince | ~
“ZipPostal Code :

Country Name : [United States v
County : v
*Phone :

XX OO0
ouns ;|
Extended DUNS

CAGE Code : |

e You will receive a Warning message that the Active from date has been defaulted to today’s date

e Click, the Next button
A OB Slsiaten

Summary | Business Info Addresses & Contacts Users 1 Commeodities | Business Types 1 Service Areas

You have 1 messages
1: Warning : Active From field shall be defaulted to today's date

View All Details I Submit Question I

Assign / Create Addresses & Contacts - Step 1 of 3
Enter your new address information here and select all appropriate address types. Click the ‘Next' button to add a contact.

Your address may be validated according to postal standards.If prompted, review the changes and choose either the address you entered or the one that
was validated.

= Address Types

“Active From Active To

Defautt Record D Divis i Address
[] Account Administrator I L= | B O I Il
[] Ordering \ \D \ \E O \ H
[¥] Payment [11o12006 @D | | O [ Il
Ol | = | = o | I
= Address
“address 0:[apoo7 | Find|

“Zip/Postal Code :
Country Name : [United States v
cm [ ]

"Phone: (5207248265 [Ext:| ]
XXHHOOINK
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Account Information — Addresses & Contacts
Assign/ Create Addresses & Contacts — Step 2 of 3

Use an Existing Contact

e You can use an existing contact by clicking the Find button and selecting the existing contact

w» Principal Contact

*Principal ContactID : | i Find im Alternate Phone :|

T 1 . . _ . 1

Account information e Op%r?itl}l%?tsles e'siﬁg?u‘é%'é

Summary | Business Info Addresses & Contacts Users | Commodities | Business Types Service Areas
Choose
Brow se Clear

Contact ID:
Contact Name :

ContactID Contact Name Email Phone Phone Extension Fax FaxExtension Country State/Province Zip/PostalCode Page Code

Select FCO01 No Contact 520-724-8465 United States Arzona 85701
Select PCO02 Test 1950 520-724-8465 United States Arzona 85701
Cancel First Frevious Next Last

Add New Principal Contact

e Complete the required fields for the new contact

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

NEEI(II IBackl Cancel |
———J

= Principal Contact

*Principal Contact 1D : | ml Alternate Phone :|
*Contact Name :| | Alternate Phone Extens ion :I:I

TitleRole :| | Fax |
Permissions :| | Fax Extension :I:l

Authorized Representative : [_] Alternate Fax :|
Email =| | Alternate Fax Extens ion :I:I

Corres pondence Type :

English Spoken :

“Phone : | |
KOOKXOR-XKKX

Phone Extension :I:I
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Account Information — Addresses & Contacts
Assign/ Create Addresses & Contacts — Step 3 of 3

Review Address and Contact information

e Click the Save button to submit the new changes

Account Information Financial Transactions Busines s Opportunitie s Solicitation Responses

Summary | Busines s Info Addresses & Contacts Users | Commaodities | Business Types Service Areas

Assign | Create Addresses & Contacts - Step 3 of 3

Please review the address and contact information you have entered. Click the "Save’ button to submit them.

Address Type Active From Active To Address|D Address Principal Contact
" Fayment 1/2me ADDOT 1444 Alameds St, Tucs on, AZ, 85701  Mew Contact

ll Back | Cancel |

= General Information
Address Type: |F'A

Active From: [11/01/2016
Active To:

Default Record: []

= Address

Department / Divigion : |

Additional Address Information : |

Addresle:LﬁDUUT

Country: [United States

Street1 : [1444 W Alameda St

County:[

Street2: |

Phone : [520-724-8465

City: [Tucson
State/P rovince : EZ
ZipiPostal Code : [85701

= Principal Contact
Principal Contact ID : [PC00S

Phone F.:-:tension:’i
ouns:[

Extended DUNS:[

CAGE Code:[

Phone : [520-724-8465

Principal Contact: [New Contact Phone Extension:[
Title/Role : | Alternate Phone : |

Permissions : | Alternate Phone Extension : Ii
Authorized Repre sentative : [| Fax : |
Email : testvendors@pima. gov Fax Extension: |

Correspondence Type : [Email

English Spoken:

Alternate Fax : |

Altemnate Fax Extension :
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Account Information — Addresses & Contacts
Assign/ Create Addresses & Contacts — Step 3 of 3

Review Address and Contact information

e C(Click the Save button to submit the new changes

Account information Hnancial | ransactions. Business Upportunimes 3 _L.KB(')EI'}

| Business Info Addresses & Contacts

Addresses & Contacts

-

Users | Commodities | Business Types

Service Areas

Here are your addresses and contacts that are used foryour financial transactions. You can add new addresses and contacts by clicking the 'Assign/Create Addresses & Contacts' button. You can view
your requests that are pending approval by selecting the 'View Pending Additions' button

To modify the type of address select the 'View/Update' link under the Existing Address & Contact Assignments section next to the record you wish to update. To modify actual addresses and contacts
use the View/Update' link next to the appropriate record under the Update Addresses and Update Contacts sections

Existing Address & Contact Assignments

AddressID Address Type Address

AD001 Payment 7925 W Congress St, Tucson, AZ, 85701
A D002 Payment 130 W Congress S, Tucson, AZ, 85701
AD002 Ordering 130 W Congress St, Tucson, AZ, 85701
AD002 Web Registrar 130 W Congress St, Tucson, AZ, 85701

St P e 1o

View Pending Additions -
Addresses & Contacts

Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes

View Pending Changes

View Pending Changes

View Pending Changes

View Pending Changes

Mo Contact Mo 11/01/2018 [] View (Update
Test 1950 No 09/292016 ] View (Undate
Test 1950 Mo 09/29/2018 [] View (Update
Test 1950 No 09/292016 ] View (Update
Assign/Create Address es & Contacts | [ View Pending Additions |]

Account Information Hnancial | ransactions

Business Upportunrties

Summary | Business Info Addresses & Contacts

| Commodities

View Pending Additions - Addresses & Contacts

Here are your new addresses and contacts awaiting approval

Address Type Active From Active To AddressID Address

«  Payment 111012016 ADOOT

L] ] o] L]

= General Information
Address Type:[PA~
Active From: W
ActiveTo:[

Default Record: []

~ Address

AddressD:[aDOO7
Street 1 : {1444 W Alameda St
Street2 :

City: I'W
State/Province : ﬁz
ZipPostal Code : [B5701

w Principal Contact

Principal Contact Status
1444 W Alareda St, Tucson, AZ, 85701 New Contact Mew Chal

Divis ion/Department :
Additional Address Info:

Country
County
Phone

Phone Extension :

’—
:
’7
’7

DUNS

Extended DUNS :
CAGE Code :

Principal Contact ID : |PC005
Principal Contact : |New Contact

P we—

: |United States
:1020-724-8465

Business Types | Service Areas

nge

Phone : |520-724-8465
Phone Extension :

—_—
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Users

Account Users- If you wish to receive email Solicitations you must be a registered user on the
vendor account. Multiple users can be registered once the record has been submitted.

This section allows you to maintain your Account Users.
e You can update, delete or add another User ID

e (Click the View/Modify link to update an existing User ID

e C(Click the Delete button to delete existing User ID

olicitation
esponses

Accoupt Financial
Information Transactions

summary |

e
Oppér%%?t?es

Business Info |

Addresses & Contacts Commodities | Business Types |  Service Areas

Account Users

Listed in the grid are all the users for your VSS account. You may add account users by selecting the 'Add’ button. You may view or modify existing users by
selecting the "View/Modify' link next to the comesponding record. You may delete users by selecting the 'Delete’ link next to the comresponding record

View /Modifs l Delete

UserID FirstName LastName AccessLevel
Test1950 Testing 1950

Loet] o] ten] o]

Account Statu

Account Administrator  Active

View/ Modify User Information

User Information
e You may view or modify the User Information
e Select Locked checkbox if the user account should be locked
e Click the Save button

Account Inform ation Financial Transactions Business Opportunities Solicitation Responses

Summary | Businessinfo | Addresses & Contacts Commodiies | BusinessTypes |  Service Areas

View/Modify User Information

Below you may view or modify the users information. Select the "Change Password” button to modify the user's password information. Select the 'Change Access Levels' button to modify the users access levels.

rv User Information )

*User D (case sensitive) : Test1950

*Last Name :| 1950

"Phone: (520 724 8468 [Ext|
FOCR-XOOR- X0

el

KOO0
Primary Account Administrator ;

\ Locked: [ | y

Save |l Cancel |

Change Password Change Access Levels
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Account Information — Users
View/ Modify User Information

= Email Notifications
Email Notifications Registration :

e You can select the options for Account Maintenance :

Email Notifications Recent Financial Transactions :
e Click the Save button

(4] [&] [4]

Change Password Change Access Levels Save Cancel |

Access Levels
» Access Levels

e You can modify the user’s

Primary Access Level : |Acc0urrt Administrator
Access Levels

Create Invoice,Create Solicitation
e Select Change Access Levels _ Response,Query Tax Information
button Optional Access Levels:

Change Password [ Change Access Levels ] Save | Cancel

e Update the Primary Access Level and Optional Access Levels for the existing user
e C(Click the Save button

A t Fi ial Busi) licitati
I, o ST detotamen

Summary | Business Info | Addresses & Contacts Users Comm odities | Business Types | Service Areas

Access Levels

Select one Primary Access Level and any Optional Access Levels for the user.

User ID: Test1950
First Name : Testing
Last Name: 1950

Primary Access Level
Select one primary accesslevel to be asigned to the user

Access Level Description

Account Adminisfrator users have the ability fo add account users, and assign access levels to each user. They may also update the Account Informafion and User's information. They w il also have the ability fo view financial
transactions pertaining to the account. Account Administrator users w il also be capable of updating their ow n profile information.

Full Access users may only update the aceount Information other than User Information. They w ill also have the ability 1o view financial transactions pertaining to the account. Full Access users will only have the ability to update their
ow n profile information.

Display Only users w ill be able to view the Account Information other than User Information. They w ill also have the ability to view financial transactions pertaining to the account. Display only users will only have the abilty to update
their ow n profile information.

(® AccountAdministrator

~

() FullAccess

(O Display Only

Optional Access Levels
Select any opfional accesslevelsto be made available to the user.

Access Level Description
Create Invoice This optional level allow s a User to create aninvoice. All Users can view invaice information but a User must have this access level to create an invaice
Create Solicitation Response  This optional level allow s a User to respond to solicitations Al Users can view solicitaions but a User must have this access level o creale a response

Query Tax Information Query Tax Information w il allow a user to view tax information for their account

| Back | Cancel
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Account Information — Users
View/ Modify User Information

Security Questions and Answers
e Update the Security Question and Answer for the existing User
e Click the Save button

» Security Questions and Answers

* Security Question :| What is your mother's maiden name? Vv

Security Answer :|c¢¢ |

Retype Security Answer :| |

Change Password | Change Access Levels Cancel

Password Maintenance
e Select the Change Password button on the bottom of the page to modify the user’s password information
e (Create a new password
e C(Click the Save button to save the new password for the existing user

Change Password Change Access Levels | Save I Cancel

A t Fi ial Busi licitati
RS oR BN, asletm

Summary | Business Info | Addresses & Contacts Comm odities | Business Types | Service Areas

Password Maintenance

Create a new password for the user below

“Enter New Password(case sensitive) : I:l

“Re-enter New Password : |:| (Note: Passwords should be case sensitive, between 8 and 16 characters in length and contain at least 1 numeric value)

*Indicates a required field
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Account Information — Users
Account Users

Add Account Users O
e Select the Add button

Summary ] Business Info | Addresses & Contacts Users Comm odities | Business Types | Ser

Account Users

Listed in the grid are all the users for your VSS account. You may add account users by selecting the 'Add' button. You may view
or modify existing users by selecting the View/Modify' link next to the corresponding record. You may delete users by selecting the
'Delete’ link next to the coresponding record.

UserID FirstName LastName Access Level Account Status
Test1850 Testing 1950 Account Administrator Active View /Modify Delete

Lot o] e | ]

Please Note: The Primary Account Administrator is the only user that has the ability to add new users. If
that person is no longer with your company, contact Vendor Relations by email at vendors@pima.gov or phone
520-724-8465 to assist with updating your vendor account.

. Account Financial Business Solicitation
Users Informatlon Transactions Opportunities Responses
° Create a hew User |D and Summary | Business Info | Addresses & Contacts Comm odities | Business Types

complete the required

Create your User ID here. Once all required fields are complete, click 'Next' to assign access levels to this user. Click ‘Cancel to

f|e|d5 exit without saving your changes. If you designate the new user as the 'Primary Account Administrator it will automatically de-
. select the user currently designated as the Primary Account Administrator. You will need to select 'Registration' and 'Account
o Select the Prima ry Maintenance’ Email Notification options if the new user is becoming the Primary Account Administrator. Designating the new user
.« . as 'Locked' prevents them from accessing your VSS account. This option allows you to set up users but prevent their access to
Account Administrator VSS until they are unlocked.

checkbox if the new user
is to become the primary
account holder

» User Information

*User ID (case sensitive) :| | ﬁndl
* (User ID should be between 2 and 16 characters inlength )

e Select Locked checkbox if *ArstName : | |
the new user account *LastName |
should be locked “Email: | |
*Re-enter Email :| |
*Phone : | |Ext. :|
HORA-XOK-XOCKK

Fax Number :| |

Primary Account Administrator : []
Locked: []
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Account Information — Users
Account Users

Password

Create a new Password

Select the Email Notifications

Select the Security Questions and Answers
Click the Next button

» Password
(Passwords should be between 2 and 16 characters in
length )

*Password :|
*

*Re-enter Password : |

« Email Notifications
Registration : [ ]
Account Maintenance : []

Recent Financial Transactions : [ |

+ Security Questions and Answers

*Security Question :| v

*Security Answer :|

*Retype Security Answer : |

* Indicates a required field Cancel |

Access Levels

Select the appropriate Primary Access Levels and Optional Access Levels for the new account user
Click the Save button to complete the process

Account Financial Busine olicitation
Inform ation Transactions Opportunites AL

Summary | Businessinfo | Addresses & Contacts Commodities | Business Types |  Service Areas

Access Levels
Select one Primary Access Level and any Optional Access Levels.
UserID:123

First Name : 123
LastName : 123

Primary Access Level
Select one primary accesslevel

Access Level

be assgned fo the user.
Description

Account Administrator users have the ability to add account users, and assign access levels to each user. They may also update the Account Information and User's information. They will also have
the ability to view financial transactions pertaining to the account. Account Administrator users wil also be capable of updating their ow n profile information

Full Access users may only update the account Information ather than User Information. They wiil also have the ability to view financial transactions pertaining to the account. Full Access users will
only have the ability to update their ow n profie information

Display Only users will be able to view the Account Information other than User Information. They will also have the abilty to view financial transactions pertaining to the account Display only users
wil only have the ability to update their ow n profile information

() Account Administrator
() FullAccess

Display Only

Optional Access Levels

Select any optional access levels to ok made available to the user.

Access Level

[ Create hvoice

Description

This optional level allow s a User to create an invoice. All Users can view invoice information but a User must have this access level to create an invoice.
[[] Create Solicitation Responsel| This optional leve! allow s a User to respond to solicitations All Users can view solicitations but a User must have this access level to create a response

Query Tax Information Query Tax Information wil allow a user to view tax information for their account
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Account Information — Users
Account Users

e New User ID will display on the Account Users Page

Account Financial Business olicitation
Inform ation Transactions Opportunities sponses

Summ ary Business Info Addresses & Contacts Comm odities Business Types Service Areas

Account Users

Listed in the grid are all the users for your V35S account. You may add account users by selecting the 'Add' button. You may view or modify existing

users by selecting the 'View/Modify' link next to the corresponding record. You may cdelete users by selecting the 'Delete’ link next to the
corresponding record.

User D FirstName LastName Access Level Account Status
New User New User Display Only Active View (Modify Delete
Test1950 Testing 1950 Account Administrator Active View /Modify Delete

Add
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Account Information — Users
Remove Account Users

e Click the Delete link on the Account User you want to remove

User ID First N\ame LastName Access Level Account Status
New User New User Display Only Active View fModiryl Celete
Test1950  Testing 1950 Account Administrator  Active View /Modify Delete

e Select OKin the following confirmation message window

Meszage from webpage x

Warning: You are about to delete a user. Select OK to continue or
Cancel to go back to the Account Users page

QK Cancel

e The user then will be removed from the list
e Note: The Primary Account Administrator may not be deleted

You have 1 messages
1: Warning : New User user is deleted as the correspoding vendor record is deleted.

View All Details | Submit Question |
Account Users

Listed in the grid are all the users for your VSS account. You may add account users by selecting the 'Add' button. You may view or modify existing use
the "View/Modify' link next to the corresponding record. Y ou may delete users by selecting the 'Delete’ link next to the corresponding record.

UserID FirstName LastName Access Level Account Status
Test1950 Testing 1950 Account Administrator  Active View Modity Delete
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Account Information — Commodities
Add Items

This section allows you to maintain a list of the commodity codes associated with your organization.

e 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 Items button

Account Financial Business clicitation
Inform ation ransactions Opportunities sponses

Users Comm odities

Summ ary Business Info | Addresses & Contacts

Commodities

Here is the cument list of commodity codes/classes that describe the goods and senices that your organizatio
commodity/service codes by clicking the "Add Items" button. To delete a commodity/senice codes, click the "
grid that you wish to delete.

Any request to add a new Commodity that is awaiting approval can be viewed by clicking the 'View Pending Ac
an existing Commodity that is awaiting approval is noted in the 'Pending Deletion' column.

Please select at least one Comm odity (Required)

Existing Commodities

Comm odity/Service Code Comm odity Description Pending Deletion

99997 Procurement Exerrpt ] Delete
| | | | Add ltems View Pending Additions
Choose
[ ] Search by CommOdlty Code OR Select one or more commodity codesor classes that desciibesthe 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 Commodify
H H H field and dickthe "Browse" link Once your selection ismade, dickthe "OK' button to add the selected commoditiest:
Commodity Description. Cancel Yout anges and retlnm 10 the Commod ties page
e You can use an asterisk (*) to Browee Clear
Commoedity/Service Code : (99995
search
commoaty boscrpton ||
. “ ” |
L4 CIICk the Browse Ilnk Com m odity Description Comm odity/Service Code
[] ABRASNES 00500
°
Place a check mark next to the B FEmrE aT -
Com modity D Abrasives, Coated: Cloth, Fiber, Sandpaper 00514
. “ ” D Abrasives, Sandblasting, Metal 00521
L4 CIICk the OK bUtton to add the |:| Abrasives, Sandblasting Other than Metal 00528
Com mod ity Code [[] Abrasives, Solid: Wheels, Stones 00542
D Abrasives, Tumbling Wheel 00556
|:| Grinding & Polishing Compounds: Carborundum, Diamond 00563
[C]  Pumice Stone 00570
D Recycled Abrasives Products & Supplies 00575

First Prev Next Last

ﬁl cancel
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Account Information — Commodities
Add Items

On the Commodities page you can click the View Pending Additions to view the codes you added

Existing Commodities

Comm odity/Service Code Comm odity Description Pending Deletion

99997 Procurement Exempt ] Delete

| | | | Add Items |[ View Pending Additions

View Pending Additions — Commodities

e Commodities awaiting approval
e Click the Back button to return to your vendor account

Account Financial Busine licitation
Transactions Opportrfm?tsles sponses

Summary | Businessinfo | Addresses &Contacts | Users Comm odities

View Pending Additions - Commodities

Here are your new commodities awaiting approval.

Please slect at least one Commodity (Required).

Comm odity/Service Code Commeodity Description Status

00570 Pumice Stone Pending Approval
99995 Fima County Employ ee New Change
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Account Information — Commodities
Remove Commodity Code

e Click the Delete link on the Commodity code you want to remove

Commodities
Here is the current list of commodity codes/classes that describe the goods and services that your organization provides. You can ac
clicking the "Add Items" button. To delete a commodity/service codes, click the "Delete" link next to the record in the grid that you w

Any request to add a new Commodity that is awaiting approval can be viewed by clicking the View Pending Additions' button. Any re
Commodity that is awaiting approval is noted in the 'Pending Deletion' column.

Please select at least one Commodity (Required)

Existing Comm odities

Comm odity/Service Code Commodity Description Pending Deletion
99957 Procurement Bxempt ] Delete

| | | | Add tems | View Pending Additions |

e Select OK on the confirmation message window

Message from webpage it

Warning: You are about to delete a commodity, Select OK to continue
or Cancel to go back to the Commedities page

Cancel

e The Pending Deletion box should now have a checkmark

Existing Com m odities

Comm odity/Service Code Commodity Descriptiol Pending Deletion
99997 Procurement Bxempt lete

| I I | Add tems | View Pending Additions I
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Account Information — Business Types
Add Items

This section allows you to maintain a list of the business types associated with your organization.
e Click the Add Items button

IntSimahion TrERERRhs oppoHes Rellgsnian

Summary |  Businessinfo | Addresses&Contacts | Users | Commodities Business Types Service Areas

Business Types

Here is the current list of business types associated with your organization. Y ou can add new business types by clicking the "Add Items" button. To modify Business
Type information click the View/Update' link under the Existing Business Types Assignments section next to the record you wish to update. To delete a business type,
click the "Delete" link next to the record in the grid that you wish fo delete.

Any request to add a new Business Type that is awaiting approval can be viewed by clicking the iew Pending Additions' bution. Any request to update an existing

Business Type that 1s awaiting approval can be viewed by clicking the View Pending Changes' button.

Existing Business Types
Business Type ID Business Type Certification No Certification Start Date Certification End Date Pending Changes

| | |_| IAddItems |I View Pending Additions

Choose

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

e Select the Business Type that applies Browse Clear
e Click the Next button to view Business Type :|
additional Business Types from the list Business Tupe
ASRS - Retiree

e Place a check mark next to the Large, Caucasian, Local Owned

Large, Caucasian, Non-Local

Large, Minarity, Local Owned

Business Type you selected
e Click the OK button to add the

. Large, Minarity, Non-Local
Business Type

Large, Woman, Local Owned
Large, Woman, Non-Local Owned
Other - Go\, Non-Profit, Educ

ogooodomnmd

Small, Caucasian, Local Owned

[]  Small, Caucasian, Non-Local
First Prev Next Last

Cancel I

270f31|Page



o

Py

PIMA COUNTY

PROCUREMENT
Account Information — Business Types
Enter/Update — Business Types

e Click the Save button to add the Business Type

Account Financial Busine licitation
Transarﬁllons Opporﬂm?tsles sponses

| Business Info | Addresses & Contacts | | Comm odities Business Types Service Areas

Enter/Update - Business Types

Here you can enter or update Business Type information.

Business Type ID Business Type Certification No Certification Start Date Certification End Date
BLCL Large, Caucasian, Local Ow ned D D

Cancel |

On the Business Types page, you can click the View Pending Additions to view the codes you added.

Existing Business Types
Business Type ID Business Type Certification No Certification Start Date Certification End Date Pending Changes

_| | | J Add Items View Pending Additions |

View Pending Additions — Business Types

e Business Types awaiting approval
e C(Click the Back button to return to your vendor account

Infsimation TrAREAahs opporiiities L pemet

| Businessinfo | Addresses&Contacts | Users | Commodities Business Types

View Pending Additions - Business Types

Here are your new business types awaiting approval.

Business TypeID Certification No Certification Start Date Certification End Date  Status
BLCL 11/02/2016 New Change
BO 10M11/2016 Pending Approval
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Account Information — Business Types
Remove Business Types

e C(Click the Delete link on the Business Types you want to remove

Existing Business Types

Business TypelD Business Type Certification No Certification Start Date Certification End Date Pending Changes
BSWL Small, Woman, Local Ow ned 12/31/9999 ] View Update  View Pending Ch

ccoT Ceriified by City of Tucson 12/31/9999 ] View Update View Pending Changes Delete

| | | | Add ltems |

e Select OK on the confirmation message window

Message from webpage >

Warning: You are about to delete a business type. Select OK to continue
or Cancel to go back to the Business Types page

oK Cancel
e The Pending Deletion box should now have a checkmark
Existing Business Types
Business Type D Business Type Certification No Certification Start Date Certification End Date § Pending Changes
BSWL Small, Woman, Local Ow ned 12/31/9999 View Update View Pending Changes Delete
CCoT Cerfified by City of Tucson 12/31/9999 1] View Update View Pending Changes Delete

[ | [ | Add ltems [
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Account Information — Service Areas

This section allows you to maintain a list of Service Areas zones associated with your organization location.
e Click the Add Items button

eSSt ghs oppor it LEemel

Comm odities Service Areas

Users

| Business Types

Business Info | Addresses & Contacts | |

Service Areas

Here is the current list of Service Areas on file for your location. You can add new Serice Areas by clicking the "Add ltems" button. To delete a S
"Delete” link next to the record in the grid that you wish to delete.

Any request to add a new Senvice Area that is awaiting approval can be viewed by clicking the View Pending Additions' button. Any request to del
Area that i1s awaiting approval 1s noted in the 'Pending Deletion’ column.

Existing Service Areas

Service Area Code Service AreaZone Pending Deletion

| | | | I Add ltems I

Choose

Select one or more service area zones {o associate to your organization by clicking the checkbox next to the service
specific senice area zone, enter a valid service area zone in the Service Area Zone search field and click the Browse |
selected, click the OK button. Click the Cancel button to cancel your changes and return to the Service Areas page.

e Select the Service Areas for your
IOcation Browse || Clear

e Click the Next button to view SeiceArazone:| |

Service Area Zone
Ajp
East Tucson

additional Service Area from the list
e Place a check mark next to the Service
Far East
Area you selected
e Click the OK button to add the Service

Area

Far West
Green Valey
Metro Tucson
Mount Lemman

North Tucson

ooogoogogod

FAma County Wide

[]  South Tucson

o] ] o] ]
%l Cam:ell
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Account Information — Service Areas

On the Service Areas page, you can click the View Pending Additions to view the zones you added.

Service Areas
Here is the current list of Senvice Areas on file for your location. You can add new Senvice Areas by clicking the "Add ltems" button. To delete a Service Area, 1
"Delete” link next to the record in the grid that you wish to delete.

Any request to add a new Service Area that is awaiting approval can be viewed by clicking the View Pending Additions' button. Any request to delete an existil
Area that is awaiting approval is noted in the 'Pending Deletion' column.

Existing Service Areas

Service Area Code Service AreaZone Pending Deletion

| | | | Add ltems I View Pending Additions “

View Pending Additions — Service Areas
e Service Areas awaiting approval

e C(Click the Back button to return to your vendor account

View Pending Additions - Service Areas

Here are your new service areas awaiting approval.

Service Area Code Service Area Zone Status

3 Metro Tucson New Change

6 Mount Lemmon New Change
Back
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