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Volusia County  VSS (Vendor Self Service) REGISTRATION PROCESS

The first step of VSS Registration is to open and review the 3 documents linked on the
Purchasing & Contracts web page under VSS. We suggest you review these documents
and record your Business Type and Commodity Codes (as many as you want) before
starting the registration process. There are over 8,500 Commodity Codes and making your
selection from the spreadsheet on our website is easier than making your selection(s) during the
data entry process. Be prepared so your registration process goes smoothly!

Before entering Vendor Self-Service, please open and review each of the following:
1. List of Business Types to use when accessing VSS !

2. W-9 or Taxpaver Identification Number (TIN) form, which must be signed and sent to Purchasing
department. Fax to 386-736-5972.

3. List of available Commodity Codes you will associate with your vendor account. Select as many as
needed.

After selecting your Business Type and Commodity Codes, start the registration data entry.
Begin by clicking on Register,

Welcome to the County of Volusia's Vendor Self Service System

Click hg for step-by-step instructions to:
ister in W55 Download

An Account Download
Scocount Downlead

ew Users
Registered Users Reagist
. Account Maintenance
. Rezpond to Solicitations - Add my company
. Add my location to existing account
. Create User ID for exigting account

User Mame ! |_ |

s— |

7 - . « Miew Pustelicitatmns
Wiew Award Notices

Forgot Your Pasaword? Click Hens . Wiew' vendor to vendor solicitation comments

Review the registration requirements, then click on Continug. NOTE: Be sure to assemble
ALL of your information prior to registration!!! (DUNS nfmber & bank information are optional)

Registration Requirements

help & advice

)

Already registered? Click rers to login. Otherwise, continue below.

Assemble the following information before continuing:

Information on each locatien (first location entered will be considgred the Headquarters)
Tax 1D Mumber

Legal Business name
DUMS Mumber

Afree number issued by Dun & Bradstreet for each busfness location
Call toll free at 888-814-1435 to obtainfverify your num
Indicate that you are doing business with a Governmegt entity
= Contact Information (name, address, email, phone and fax)
Account Administrator {(person responsible for your agtount)
Ordering
Payment
» Descriptions of your products and senvices (for example, coggnmodity codes)

L B
[Seiy)

[Seiy)
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http://www.volusia.org/purchasing/Business Types from VSS 6-20-11.pdf
http://www.volusia.org/purchasing/TIN form 4-24-09.pdf
http://www.volusia.org/purchasing/NIGP 5 Digit Codes, Class & Item updated 6-16-11.xls
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Volusia County  VSS (Vendor Self Service) REGISTRATION PROCESS

To verify that your company is not already registered, type a key word or phrase that is part of
your company name. Use an asterisk (*) before the word(s), then click Search.

Search for your company location

Flease enter all or part of your company name and click "Search’ to see if vour J4cation is already registered. You must use a

wildcard of ' in order to complete your search. For example, to search fpf Clark Company, enter *Clark® then click
‘Search’.

If you are a current Volusia County Vendor, you must use the seapZh function to locate your business, and then proceed
to activating your account. DO MOT REGISTER AS A NEW VENDO®, THIS WILL CREATE A DUPLICATE VEHDOR 1D AND MAY
HINDER PEMDING PAYMENTS TO YOUR BUSIMES S, If you haveny questions, please contact your Procurement Analyst,

A

Company Mame : i*jens*

Legal Hame Location Hame | Alias/DBA | HQ Account | Activated

+ GEE & JENSON INC.* YES ;_u:tu.-ats ;;-_u:l:cunt
Add Location

Activate SAccount
JENSENM CABINET INC Yes £0dd Location

If this is a new registration, click here. If your company is listed but requires account

listed.

Is your companylisted ?

Yes, but my Location is not activated lick Activate Accournt for the account vou wish to activate.
Yes, | found my Headquarters but nat my Location ¢ Add Location to create new Location for the existing

Yes, my Account is activated but | don't know the * Contact Nur Headquarters for assistance
login ! ’

Mo, Register Now * New Registration
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Volusia County  VSS (Vendor Self Service) REGISTRATION PROCESS

Read the Memorandum of Agreement and click on Accept Terms; terms must be accepted in
order to create a new account.

Memorandum of Agreement

help & advice

Toregister as a vendor through Vendor Self Service, you must acgépt the terms of this Electronic Vendor Registration Agreement.
[fyou decide not to accept the terms of this Agreement, vou will & returned to the Home Fage For Guests and will not be

registered as a vendor with the County of Volusia (County) un#l'you complete the registration process and your registration is
accepted by the County.

By completing and submitting this electronic vendor regyétration, you will be cerifying and affirming on bhehalf of or as the Vendar
that:

1. The person completing this registration is a reppésentative of the Vendor duly authorized by vendaor to complete and submit
this registration.

2 The information provided in the registrationAs accurate, complete, and current.

3. The Wendor has notviclated Section 287/V33 (Public Entity Crime; Denial or Revocation of Right to Transact Business with
Public Entities), Florida Statutes (2009).

4. For so long as itis registered with Y43 or doing business with the County, Vendor is obliged to maintain and keep current all
information provided by or on behaly/@f Vendor in this registration.

5. The County can terminate or rgfke this registration with or without cause at any time.

f. Vendor agrees that this AgrZ€ment and Vendor's electronic registration information shall be incorporated by reference into any

contract, subcontract, or othZr agreement under which Yendor does business with County including but not limited to provisions
of goods and semvices to e County.

Accept Torms

L

Please note before proceeding: The system will check for any errors before allowing you to

move on to the next screen in the registration process. If you receive an error message, click
here to view the messages.

1 ®You have 3 messages. Click here to view the messages.

The error message is shown here. Click on each item relating to the error message and correct
the referenced data.

Messages /

Menu

This page lists errors or warningg from the previous page. Errors must be corrected before your information can be
saved. Click Here to close this wiidow and return to previous page.

Context

Classification iz reguired. (A1428)

Error Step 1: Create Location
Organization Type is required. (W169) Error Step 1. Create Location

Miz=ing Werify My Locations by entry. Please choose the method you wish to use to Verify Locations. (V118) Error Step 1: Create Location
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NOTE: All fields with a red asterisk * require data.

Select “Use my Taxpayer ID Number” from the drop down menu. Select your Organization
Type and Classificatiom~as applicable.

LLTODIU IS WIS AU L T aIUIRGD LU TS |

~wLxcation Verification
[Thiz =agtion will be uzed to establizh a pawhat other locatl within your company will be required to usze when registering a new location for your company.

erify My Locations by : | Use my Taﬁsq@r ID Number
The below fields awr'red only if you selected '"Create My Own"above.

Wendor Verifiogtion Based on : I

SUAUL VI I SHUNS @l SIS 10 WS IS SIS IS0 WHSH Ul TSI W LS SIS,

Vendor VerificatioNPassword I

Confirm VeNgcation : |

wLocation Information aniN.egal Hame \
’;Iease complete thiz information thW will be used te define your erganization and create your legal na ‘Values entered in either the First, Middle, and Last Nam
Name.

*Qrganization Type :

*Classification : | Corporation

Ifyour TIN Type iz SN, zelect Legal Mame :
Individual. IT your TIN Type is EIN, : .
select Company. Alias/DBA

|
FirstName:I Location Name:l
|

Middle Name I Web Address :
Last Name : | W-8Form :

Company Name : |.Jens Jungle Pets, Inc.

Enter the Alias/DBA/Location Name (only if applicable), the Web address (if applicable), and the
Company Name. Click Next.

et R e i R L L S e L B L N R L P P T T P R B RN | P P R R R

Verification

~®Locati
ill be uzed to establizh a pﬂsgﬂmrd that other locations within veur cempany willlee required to use when registering

Thiz =ectien

“WeNfy My Locations b}.f:|Use rn?\Taxpayer D Mumber |

The belowXelds are required only if you selected "Cleate My Own" above.

Vendar Veri§cation Based on - I

Vendor Verifidation Password : I

Conlirm Verification :| \

—wLocation Infomation and Legal Hame \
Fleaze complete thid information that will be u=ed to define your Oyganization and create your leghl name. Values entered in eith

Hame.
*Crganization Typk Classification : | Corporgtion w
IFyour TIN Type is SSN, select ggal Mame :
Individual. If your TiN Type is EIN, ) )
select Company. Allas/DBA : I

First Name : Location Name :|

A
Middle Mame : Web Address Imﬂnﬂm.jensjunglepets.cnm

Last Mame : ” W-8 Form ;
A

Company Mame IJens Jungle Pets, Inc.
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You will create your User ID and Password on this screen. When all information is entered and
accepted, make note of your User ID and Password. These are required for you to access your
account for updates/maintenance. Purchasing staff can not make changes to your account.

Step 2: User Information
Please estahlish 2 unique User ID {Login 1D} and Passwaord for your VS5 Account Administrator
Fasswords and User ID°s are case sensitive and should be alphanumeric. Please make note of your User

1D and Password for future referance. It is recommended that you PRINT this page for your records.
< Back || Next>=

rwUser Information
*UserlD : | *Passwaord ; I
Case Sensitive and must be betiveen 2 Caze Sensiive and must be beween 2 and
and 18 characters in fength 16 characters in iength.
"Flls[Name.iJen *Relype F'asmmlu.i
*Last Mame . iSmith *Security Question . | ¥
*Email : I *Security Answer ; I
*Fhaone . l *Retype Security Answer : I
Farmat X000 00
Extension : i
Fax: l

Additional Resources & Infarmation: < Back || Nexts |

Enter your Taxpayer ldentification Number (TIN) (or Social Security number if you do not have a
TIN) and TIN address. Complete yolir company address information. Click Next.

Step 3: W-5 1
Flease enter inforr

tion from your W-9 form (Request for Taxpayer [dentification Number and Cerification).

~widd New Taxpayer ID Numzber
ladd a new Taxpayer ID Number by\completing the infnrmﬂ\an below.

ID Number : 568524569

Mo spaces or dashes

Taxpayer ID MumbeNType | ElM d

Legal Mame on VWNJ : |.Jens Jungle Pets, Inc.

Business Mame (If different from Legal Mame) :1\

Address |123 Windiana Avenue

City ; |DeLand
State | Florida b

ZIF Code : [32724
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Complete the company address information for the administrator of your account. This may be
the same information you gentered in Step #3. You will have the option to copy the address
forward in the remaining gteps of the registration process. The contact information will be
populated, but may be edited, if needed. Click Next.

help & advice

Step 4: Account Administrafor Address
Please enter the address ofthe agministrator of this account. Please note that Account Admig
required for vendar registration.

(tor, Ordering and Payment addresses are

Jens Jungle Pets, Inc.

-whAddress Information
Pleaze complete the address infornfation below for your Account Administrator,

*Street 1: 1123 W Ingpt v
Street2:
*City: |DeLand

*State/Province : I Florida / b

*Zip/Postal Code : 132?24 / Additional Address Infa. :
~wContact In[orrM \
Pleaze complete th fitact information below for your Account Administrator,
*Principal Contact - I.Jennifer Smith *Phone 1386-626-5598 Alternate Phone
Email : JJsmith@aol.com Fhone Extension Alternate Phone Extension :

*Phone : |386-626-6698

FPhaone Extension :

Country | United States \ ~|

Correspondence Type : | Email “ | Fax Alternate Fax

5 bContact Address
|Complete this sectien ONLY if vou are adding a Contact and the Contact uses a different address than the address listed below.

Additional Resources & Information: < Back | Next = |

Enter the address where you want to receive orders. If this address and contact information is
the same as for your Account Administrator, you have the option of checking this button, which
would populate that same information for your Ordering Address. After veLigying that the

information is correct, click Next.

help & advice

Step 5: Ordering Address <
Please enter the address where we should send your purchase orders. An Ordering Addresgerequired 1o registration. If you need to add more
than one ordering address, you may do so under “Account Maintainence™ after you comyese®eVour registration and [og T

Copy Address and Contact Information From: O Atcount Administrator

Jens Jungle Pets, Inc.

-whAddress Information
Add a new Ordering Address by completing the information below.

*Street 1 11123 W Indiana Avenue *Fhone : |386-626-6693
Street2: Fhone Extension : 1
*City : ]DeLand Country : | United States "
*State/Province : | Florida e ! .

*Zip/Postal Code ]32724 Additional Address Info.

rwContact Information
Provide a contact for your Ordering Address by completing the information below.

Principal Contact: {Jennifer Smith Fhone : |386-626-6698 Alternate Pnone:]
Email: lJsmith@aaol com Phone Extension : Alternate Phone Extension :
Correspondence Type I Email W ! Fax: Alternate Fax:
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VSS (Vendor Self Service) REGISTRATION PROCESS

Enter the address where the County should remit payment. If this address is the same as the
Account Administrator or Ordering Address, you can select one of the below buttons.

After verifying that all the information is correct, click Next.

Step 6: Payment Address

Flease enter the address where we should send your payments. A Payment Address is r
payment address, you may do so under "Account Maintainence” after you complete

Copy Address and Contact Information From:

Jens Jungle Pets, Inc

registration and log in.

O Account Administrator
O Ordering

et for vendor registration. Ifyou R

0 add more than ane

rwAddress Information

*Street 1- l123 W Indiana Avenue
Street 2 l

*City * |DeLand

|&dd a new Payment Address by completing the information below.

*State/Province | | Florida

]

*Zip/Postal Code |32?24

*Phone : |386-626-5698
Fhone Extension !

Countnﬂ:|United States

Additional Address Info.

Click Next to continue to Step 8.

IMPORTANT: THE FOLLOWING STEPS INVOLVE ADDING YOUR BUSINESS TYPE AND
COMMODITIES. NOTIFICATION OF OPEN SOLICITATIONS IS MADE BASED ON
COMMODITY CODE. PLEASE BE SURE TO SELECT CAREFULLY.

Click on ADD in both the Business Type and Service Area. Select as applicable and Save.
ﬂll*lﬂtl

Step 8: Bidding Interests
Please enter the Business Types, Argas, and/or Commodities,
used to determine when 1o sgpdBEctronic soliciation natification;

ghropriate for your erganization. This information is optional but will be

<
f 's’e”.;.z/
Betect th 8is) whene your organization can provide &s services. Click the 'Add’ bution fo viewr and select the appropriate Service Area Zones for your crganization

(Ada ] Doloo |

Service Ares | Service Area Zone |

See comment about Commodity Code selection at top of page 1 of this document

In the Commodity section, click on Add to begin the process of entering commaodity information,
OR simply enter the pre-selecteer€ommodity code numbers recorded before you started data
entry.

wlommaodity o

Gealect the comm

odity Description

1‘
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Volusia County  VSS (Vendor Self Service) REGISTRATION PROCESS

If making your code selections in this page, type a key word or phrase that describes the
commodity. Use an asterisk (*) before and after the word(s), then click Search. A complete list
of the commodity codes will return, displayed ten (10)/fper page. To se¢’additional commodities
within your search criteria, select Next. Once you hdve located the applicable commaodity, click
to check the box next to it, then OK.

Clesar /
Commodity'Service Code : | / m /
Commeadity Description : |,E~_SF'HF~.LT" m

Com Description Com iService Code
|:| Emergency Kite for Wehiclez Including First Aid Kit, Tools, 05527
[] Fans, Cab 05528
|:| Fifth Wheelz 05530
|:| Gauges, Autemotive (Incl. Speedometers) 05532
[0 Grease Guns, Automotive 05533
|:| Generators, 110V (Attached to and Operated by Automotive Eng 05534
|:| Global Positioning Systems for Tracking Vehicles 05535
[[] Grile Guards and Crash Cushions 05536
|:| Headlights, Accessories and Parts (Including Lamps) 05537
|:| Heaters, Defrosters, and Defegging Systemsz 05538

First Prav Mext Last

OK|| Cancel |

You may select as many commodities as applicable to your business. Click OK when
finished.

If you selected an incorrect commodity code, put a check mark next to the selection and click
Delete.

FLommuaodity

ViolusiaCty

Commaodity | Commodity Description

& ¥ (5528 Fans, Cab

Once you have selected the commodity(ies) applicable to your company, click Next and follow
the below steps to complete registration.

This page displays a summary of all information entered in the previous steps. Please review

and print a copy for your records. If you need to make a change, click on any of the page
names on the left side of the screen to link to the needed page.
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Once you have reviewed all your information for accuracy, click Submit to complete your
registration.

Welcome, New User Business Opportunitie's  Vendor Registration Forms and Additional Information  Catalog Search

Step 1! Business Information
Step 2! Uzer Information
Step 3: W-0 Information

Step 4: Account Adminisirator
Step 5: Ordenng Address

Step 6: Payment Address Step 9: Preview & Submit Registration
Step 7 Biling Addrezs This page displays a summary of all information entered in the previous steps. Please revief your registration information below and print a copy for your records. If
Step & Bidding Interests you need to make a change, click the 'Back’ button or navigate directly to the appropriatgfstep using the left menu.

~* Step 8 Preview & Submit Reqis

Click “Submit to complete your on-line registration. Canceling your registration will result i the loss of all entered information.

Step 1: Business Information #&

~=Location Verification

Verify My Locations by ; Use my Taxpayer ID Mumber
Vendor Verification Based on
Vendor Verification Password :
Confirm Verification :

~wLocation Information and Legal Hame

Organization Type : Company Classification : Corporation
First Name : Legal Name : ValusiaCty
Middle Name : Alias/DBA :
Last Hame : Location Name : Corporate
Company Name : VolusiaCty Web Address : vender@comcast.nst

(vE FT Information

ABA Humber: Account Number ;

| >

You will receive a message that your registration is complete.

Thank You!

Congratulations, you have completed the registration process. You may now login to WSS using the User Mame and Passwaord you just created.

Be sure to complete and submit a current W-9/ TIN form to the County. It can be faxed to
386-736-5972.

You will need the user ID and password you created in Step 2 (page 5) to log back into
VSS for any updates or maintenance.

Vendor Self Service registrations and modifications must be
synchronized over night. You will not see the effects of your data

entry until after 10:05 a.m. the next business day.
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