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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 Taxpayer 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.

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

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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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.

If this is a new registration, click here. If your company is listed but requires account
maintenance, follow these steps. Do not click on New Registration if your company is
listed.



VSS (Vendor Self Service) REGISTRATION PROCESS

P:\A M S\INSTRUCTIONS\VSS REGISTRATION Rev. 01-13-12.docx Page 3 of 9

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

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.

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

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

Enter your Taxpayer Identification Number (TIN) (or Social Security number if you do not have a
TIN) and TIN address. Complete your company address information. Click Next.
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Complete the company address information for the administrator of your account. This may be
the same information you entered in Step #3. You will have the option to copy the address
forward in the remaining steps of the registration process. The contact information will be
populated, but may be edited, if needed. Click 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 verifying that the
information is correct, click Next.
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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.

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.

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 commodity information,
OR simply enter the pre-selected commodity code numbers recorded before you started data
entry.
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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) per page. To see additional commodities
within your search criteria, select Next. Once you have located the applicable commodity, click
to check the box next to it, then OK.

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.

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.

You will receive a message that your registration is complete.

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.


