Learn

Job Aid — STAARS VSS Accounts
VSS New Registration

Scenario

This VSS New Registration job aid provides instructions for registering your company to conduct business
with the State of Alabama and its various agencies. The State of Alabama’s Vendor Self Service (VSS)
Portal allows you, as a vendor, to manage your own account information, track payments, access bids
and proposals, and perform other financial transactions from one location.

VSS will provide vendors with the following benefits:

Increased visibility into the State of Alabama’s procurement activities

Real-time access to bid opportunities, payment status, and notice of awards

Registration for notifications based on commodity codes relevant to the goods or services
Electronic submission of invoices

Sign-up for receipt of electronic funds transfer (EFT) payments

The State of Alabama is using email as their means of communications to all vendors.
Due to this, it is important that you enter a valid email address on your account.

A subscription fee is charged to vendors who wish to participate in bid opportunities
issued by the State of Alabama Division of Purchasing. Vendors who wish to respond to
RFBs or who currently hold Master Agreements (MAs) awarded from bids issued by

State Purchasing must have a current subscription.

Biennial subscription fees ($200.00) are paid by credit or debit card by clicking on the “Pay
Subscription Fee” link at the top of the VSS Portal. SUBSCRIPTION FEES ARE NON-REFUNDABLE.
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1. Click the link below, or copy and paste it into your browser:
https://procurement.staars.alabama.gov.

2. Click Register on the left-hand side of your screen.
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Welcome to Alabama's Vendor Self Service

Tha STAARS Vendar Self Serdce allows you, 26 2 payeshendad, ba manage your cwn account infarmation, view your fnancial transactions and much mase. Click an the Registar button ta bagin filing out an slactronic

apphication ta become & payeefvendor, Plaase disable your pop-up Blocker in order to access all paris of the site.
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Forms
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Click on 8 form below 1o either save i 1o your desiiop or open it in Adobe.
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Chick the Register mﬁmxﬁuﬂilﬂﬁm
bution ta negistor 3
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3. It is important that you read the Memorandum of Agreement. This contains key information

about subscriptions and subscription fees from the Division of Purchasing. Once you have read the

MOA, click Accept Terms to continue, or click Reject Terms to terminate the registration process.
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Memorandum of Agreement

You must ke leims of this n ordee b register as a vendor wity VES. I you choose nol wou vl b retumud wePage for
Guests,
registration 0 Pure absanial subscriphion fee, Bids will not be
" hae mwandad
contract, o inchide i s Lermes of thi e

By submitireg lhis elechunicverrdar regisbiabion, you cerlly and waiiant thal you are duly aulerized, by Be Vendor do. (1 regisber the Vendor, (i file, on bshall olthe Vende, all ol the
nformaion requested in Thes regisiralion process; and (i) enterinto Tis Agreement on benall of he Vendor, By submiftng this eleckonic vendar reQisirakon, you heredy agree on behat
o ihe Wansor and far the Bensfit of each agency and pusiic body et

1 Tho Vender shall use VS vendor i upidzn 0 Vendars regis¥amon infamation whanever nac: LLEURYILTE S at

nuimaing acturals v complels 2 4l bmes.

2.The Veridar harety warrants that the informalion peovidad by the Vendar through tha VS: frativn and pd shal ot all imes be accwate. comglele
and cument The Vesae fuher and Tt currency, f

e Vindor i e VES tngistrat i o th i i s or has dable o h agency
¢ pubic body h sharthan the d rbgisiration update Rincicaalfl.

The 28 long as the Vendor 235 venoor. Allnghls are resenved o cancel the Vendir's repistrabon al any Ime. in the event the

Vienor lied, e Vendor tothis Teqarnd o completion of &ny conlract, purchase order or oMer elecironic procuremend ransacton
at wias made or administered in whole o in par using V88

Privacy Hepon. | ContactUs

I Accept Terme I Reect Terms I I
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4. Next you will see some registration tips. These are important—there are a few items that you may

need to gather before starting the process, and this will help your registration process go more
smoothly. Once you have done this, click Next to continue.

STAARS _11 alabama.gov Division of Purchasing Comptrollé
AT

Registration Tips

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

Welcome, New

Assemble the following information before continuing:

Information on each location (first location entered will be considered the Headquarters)
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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5. First, STAARS will need to search to make sure you are not already registered. We can search for

you in two ways: Company and Individual. Use either of the two (2) fields under Company Search
or Individual Search to enter your information.

In the Company Search, you can search by Taxpayer Identification Number (TIN) OR Legal
Business Name. Click Search.

For the Individual search, you will need to use your Last Name AND Last 4 digits of your SSN. Click
Search.

STAARS .\1 alabama.gov_ Division of Purchasin Comptroller's Office Pay Subscription Fee
AT

Search for an Existing Account

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 i
as a company or individual based on the information you previously provided. Please select one of the search options below to determine if you already have a ven|

—+* Company Search

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

Taxpayer Identification Number I OR  Legal Business Name

Search

OR

—w 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 Mumber.

Last Name I AND Last 4 digits of SSN

Search

If your search did yield a match to your company, there’s no need for you to continue with new
registration. You are ready to activate your account. You’re done!

If your search did not yield a match, you will see this message:

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

6. Click New Registration.
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The first form you will need to fill out is My User Information. All required fields are identified by
a red asterisk.

NOTE: It is very important that you provide a current and valid e-mail address, as you will be

notified of business opportunities exclusively via the ordering e-mail address provided, and a
correspondence type of e-mail.

After you have entered user information, select Next.

Privacy Report | Contagty)

My User Information comt s | st || o |

Craata your user I hare You will ba assigned tha role of Primary Account Administrator. Plaase ses the Fraquéntly Asked Qusstions for addticaal datails about the
Primary Account Admimstrator robe

Welcome, New

+ General Information
Cluses mtarmatan

Clverty and Subma “User 10 fcase sonsitive) ©
Rigistration

(st ID should be betwaen 2 and 16 characters in longth |
“First Hame: :

‘Last Hama ©

When selecting a User ID, write it
down! You’ll need it again soon.

“Emal -

‘Re-entar Emadl :

0 0CK- 00K

Fax:

w Password

“Password (cose sensithve) @

(Paszwords should be between 2 and 16 charscters in length )
“Re.anter Password :

*Security Question :

“Securlty Answer (case senshivel:

‘Re-enter Security Answer :

* Indicates a required fisld

Additional Resources & Information:

Cancel Reglstration I wack | mext
+ s you complets each step and mova 16 the next s1ap, the system will chack for arrors,
I there are errors:
» A notification message will be displayed ot the top of the page.
= You must cormect the ermors Indicated before continuing to the next step.
» Additienal Help can be found in the Frequently Asked i

from the left hand navigation bar.
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8. The Verify Email Address message indicates that STAARS will send a verification email test
message to your e-mail account. Click Next to trigger the verification email.
Division of Purchasing Comptroller's Office Pay Subscription Fee
Privacy Report | o

STAARS
Verify Email Address

To continue your VES registration. we must verify your email address. When you receive the email we 3end you, follow the link provided of copy the link inlo your

browser
Welcome, New
alabama.gew

Make sure your own security setting will not black the recaipt of this email To prevent the email fram baing blocked, add the fllowing address 1o your email contacts

alabama.gov

b User information
Dl venty and Suomit - = : -
An email will be sent 1o the following address : leighann,

Ragistration
Cancel Registration Back Hext 1

Additienal Resources & Information:

+ As you complete each stop and mave to the noxt step, the system will chock for errors.

I there are errors:
» A notilication message will be di at the top of the page.
» You must conect the errors indicated before continuing 1o the next step.
» Additional Holp can be found in the Froquently Asked i ible trom the left hand navigation bar,

Thank You!

A verification email was sent to you.

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

Cannot click the link in the email?

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

Have not received a Verification Email?

1. Login to V55 as an Activated User using your User ID and Password

2_ Correct your email address and click Next
3. Click Mext again to verify your email address

Close Browser

Last revised: 11/30/15
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9. Check your e-mail for a message that looks like this:

ADVMAIL: VERIFY YOUR STAARS VENDOR SELF SERVICE (V5S) EMAIL ADDRESS

STAARS VS5Reg:
By clicking the link below, you are verifying the email address that you have created for your STAARS
Vendor Self Service (VSS) user information. This email address will be used as a primary method of

correspondence.

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

https://procurement.staars.alabama.gov/webapp/PRDVSS1X1/AltSelfService?
EmailToken=08133309689631447800

This link can only be used once to verify your e-mail. After cerifying your e-mail, you’ll need to use
the https://procurement.staars.alabama.gov link to log in to your account.

10. Click on the link in the e-mail, or copy and paste it into your browser. The verification happens
quickly and transparently. You will then be asked to log in to VSS.

STA ARS : ':1 alabama.gov  Division of Purchasing ~ Comptroller's Office ~ Pay Subscription Fee
o

Login

To continue regisiration, enter your User ID and Password.

S —
Login
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Once in VSS, you will be directed automatically to a series of five account information screens. The
screen names are listed on the left hand side of the browser. You’ll need to work through all of
these sections in order to complete your registration.

If you need to exit before completing
your registration, be sure to click Save
I Hew Account Info. and Close.

Welcome, STAARS

I my Business Info.
(] addresses & Contacts

[ aaditional Business
Information

] Registration Summary

New Account Info

11. The first section is New Account Info. Make sure you are using the correct Taxpayer |dentification

number (TIN) Type by selecting the appropriate field AND selecting the appropriate Classification
for your business. Use the vertical scroll bar on the right to see more.

Foreign vendors that do not have these items will check the “I do not have any of the above forms
of Taxpayer Identification” and select “Foreign Business Entity” under Classification.

Job Aid — VSS Accounts — VSS New Registration Last revised: 11/30/15
© STAARS 2015 — Intended for State of Alabama users only. Please do not copy or distribute without permission. 8



7N
STAARS <«
PRy

12. Once you have entered this information, select Next to move to the next section.

Add Business Location - New Account
Ragistration

hw..mn..--l Cancel Registration | Hext I

Flease choose one of the following options te describe how you plan on doing business and select the Next button to continue.
= TIN Type
| will use a Social Security Mumber (SSN), Indnidual Taxpayer Identification Mumber (ITIN), or Adoptive Identification Mumber (ATIN)

Plesase select one of the fllaving s8N MK AT
Dwll e sy entity's Employer Identificatian Nurmber (EIN)

I do not have any of the above forms of Taxpayer idenification

AND

= Classification

I il 1o do business using the follovang classiicabions. Please seleet ondy one

Select Classification
Indradual
Sole Propristor
Partnership
Corporatan
Nonresident Alien
Trust
Farmgn Business Enlity

State Gowrnment

My Business Info
13. The next section is My Business Info. First, complete the information in the Location Verification
and Organization Information sections. (Required fields are marked with a red asterisk.)

NOTE: Refer to the following information before completing the Location Verification section:
Verify My Locations by: Click the arrow to the right of the field to display a drop-down list:

e If youare a vendor in the United States, select Use My TIN Number.

e If you are foreign vendor, select Create My Own. (This selection will require you to update

the Vendor Verification Based On*, Vendor Verification Password and Confirm

Verification Password fields. *For Vendor Verification Based on, type in a reminder word
or phrase for your password.)

Job Aid — VSS Accounts — VSS New Registration Last revised: 11/30/15
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Step 2: My Business Information 5ave and Close Cancel Registration | Bacl(l Nen|
PH . lekds with a red asterisk ('} indicate required fields. Some of the fieids wim data q youp y answered. Please
review all infy fully before ing. You must sedect the Save and Close prior to exifing. ¥ you donot, you will have to re-enter all data again.

Vieleame, Mr Sample 1w | pcation Verification
This: section w il be used to estabish averficason code that other bcations within your company will be regered to use w hon registering a new locadion for your company.

B New Account info. A e

) My Basinss Inks, VerfyMyLocationsby: v

[ momesses & Contacts The befow fiekis are required only if you selected
"Creale My Own'" abone.

[ aancnd Business

Informabon Vendor Verification Based on :
U Regisraton Sunmary Vender Verification Password :
Confirm Verification Password :

w Organization Information

'organmmlypn:ﬁwmy Change Foreign Tax ID:

* A Change ta this field will remove al data previnusly entered Mational Provider ID
LLC hhng as Corp Wi CAGE Code:
Location Name: W Form - v
LocationWebAddress : | DS
Number of Employees : hd 5 dbgits{Ne dashes)
Annual Income: b4 Extanced DUNS :

4 digits{No dashas)

Intaret Catalog :
Pleass inclu

‘o Hitps:

Preferned Ordering Method © L4
Copyright © 2001, 2094, CG1 Tacknogies and Soksions Inc. ARGHS Rwenes. Use of ths seitwws & sutiest b2 06| Tachasioges wed Solstion Ine.

" OOl Advmagn 8 & of O Techmokogs a0 Solutiors Ine.

14. Next, enter Legal Name Information. This includes the Legal Name, Business Name (Alias) and
Name on Check fields. All vendors will complete this section. EFT information can be entered but
is not manadatory. The Legal address must be a physical address. Step 15 explains the EFT
Information section in greater detail.

e |
w Legal Name Information
“Legal Name on W-5 | Business Name (Alias/DBA) . Nameon Check ;| hd
Wielcome, Mr Sample 1
- [ w 1033 TIN Information
My Basinesa bk, Create Taxpayer DMumber:| Taxpayer D Number |
O Addrusses & Contacts Re-anter Taxpayer IDNumBer: ,7 Taxpayer IO Num ber Type :FIN
mmg Business 1084 Reportable 1Yes
[ Regsraton summary
w Legal (1099) Address Information
“Steat1:]
oy
Statef Provinee - b
“ZipPostal Code ;|
» EFT Information
asamumber: ] Account Number:
Accourt Typa: v Routing D Humber ;|
. Remitance Advce Tansmissontiooe:| V|
Job Aid — VSS Accounts — VSS New Registration Last revised: 10/5/15
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15.

16.

17.
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N

STAARS Y

,/hj‘ﬂ

In the EFT Information section, enter your ABA number. The ABA number (also known as routing
number or routing transfer number) is a sequence of nine numeric characters used by banks to
identify specific financial institutions within the United States. You can find your bank’s routing
number on a check or a deposit slip:

ABC Corporation
123 M-i;psmﬂ 1234
Anyplace, NJ 07000 000000000000
\f" —————
PAY TO THE
ORDER OF é\q $ ]
?-
9 DOLLARS
ANYTOWN BANK
Anytown, MD 20000
For
| 2423L5E 7898 0004 23L5E789F 4234
Routing Number Account Number Check Number
b2ILSET7AY9] O0O0O0L23ILSETBANS ddik

If you are able to enter the ABA number, move directly to step 19.

If you could not enter the ABA number because you do not have a check or deposit slip, click Find.

w EFT Information

ABA Number : | Account Number :

Account Type : - Routing ID Number :

Remittance Advice Transmission Mode : Email - Embedded HTML |L|

In the Bank Name field, type in as many letters as you know with an asterisk. STAARS will
populate a list of known banks for you to select from.

Browse Clear
ABA Number :

Bank Name : UsaA®

ABA Number Bank Name Principal Contact Address 1 Address 2 City State/Province Zip/Postal Code
Select 114094041 Usaa Federal Savings Bank State Treasury D3wW San Antonio Texas 78288
Select 122487129 Usaa Savings Bank State Treasury 9800 Fredericksburg Rd (D-03-W) San Antonio Texas 78288
Select 314074269 Usaa Federal Savings Bank State Treasury (D3W'01464)_ San Antonio Texas 78288

Cancel First Previous Next Last

© STAARS 2015 — Intended for State of Alabama users only. Please do not copy or distribute without permission.

Last revised: 10/5/15

11



18.

STAARS \

Once you find your bank, the ABA Number will fill in automatically. Type in the Account Number
and Routing ID Number (don’t forget—the ABA Number is the Routing ID Number).

NOTE: If you select “Email — Embedded HTML, you must have a valid email stored in the system!

« EFT Information

ABA Number : 314074269 m Account Number : XJO0000K
Usaa Federal Savings Bank p___—knouting 1D Number : 314074269|

Account Type : Checking ~ Remittance Advice Transmission Mode : Email - Embedded HTML - /
QA IZ

If you enter email address, you will need to add a valid email address on the payment address
contact. If this is not done, you vendor will receive an error message on submit.

Addresses & Contacts

19.

Job Aid — VSS Accounts — VSS New Registration

The third section is Addresses & Contacts. This section allows you to specify that you want your
Legal Address to be used for Administrative, Ordering, Payment, and/or Billing addresses. You can
change one, all, or none of them from the Legal Address to a new address, depending upon your

organization’s needs. You must include an e-mail address on your ordering address to receive
purchase orders.

Add Business Location - Address
Information Questionnaire

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

—+ Legal Address Information

Address : 89 Taylor Farm Road
City : Hope Hull
State : AL

Zip/Postal Code : 36043

—e Address Questions

= Mo
Should your legal address listed above be used for any other type of address (Administrative, Ordering, Payment or Billing)? : v
@ es
 No
Is your address information the same for Administrative, Ordering, Payment, and Billing addresses? : v
@ Tes
 No
Do you have the same contact for all address types (Administrative, Ordering, Payment, or Billing)? : v
(=)l es

Last revised: 10/5/15
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Additional Business Information

20. The next section is Additional Business Information. Here, you will add the commaodities that you
provide. Click the Add button to add commaodities. You will also receive e-mail notifications to bid

based on the commodities that you have identified. As your business changes, you will be able to
add and delete commodities at will.

Choose

Select one or more commedity codes or classes that describes the goods and services that your organization provides by clicking the checkbox next to the ¢f
enter a valid value in the Commedity'Service code or Commodity Description search field and click the “Browse” link. Once your selection is made, click the '
cancel your changes and return to the Commodities page.

Welcome, New

Browse Clear

Commodity/Service Code : I:I

Commodity Description Commodity/Service Code

[] ABRASIVES 005

[] ABRASIVES 00500
[] Abrasive Equipment and Tools 00505
[ ] Abrasives, Coated: Cloth, Fiber, Sandpaper, etc. 00514
|:| Abrasives, Sandblasting, Metal 00521
|:| Abrasives, Sandblasting (Other than Metal) 00528
[[] Abrasives, Sclid: Wheels, Stones, etc. 00542
[] Abrasives, Tumbling (Wheel) 00556
|:| Grinding and Polishing Compounds: Carborundum, Diamond, etc. 00563
[] Pumice Stone 00570

First Prev Next Last

OK | Cancel |

In the Business Type field, select (check) the appropriate check box to identify your business and
then click OK.

Welcome, Mr Sample 1

cows Qea

Business Type:
Busingss Typs
Consaiting
Conetruction
Dagler

| S
Jobber

[T Manuacturer

Mnory Cwed

| HonFrait
Hon Stabe Gow errment A gencies
Bl

Fird Prev Musd Lagt

= IEL

Job Aid — VSS Accounts — VSS New Registration Last revised: 10/5/15
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Registration Summary

21.

22.

Job Aid — VSS Accounts — VSS New Registration

The final section is the Registration Summary screen. Review all of your input to this point and
select Update Information for any specific area, if necessary. Use the scroll bar on the right to
review the rest of the window.

You also have the option to print this page. Once you are satisfied with your reponses, click
Submit.

You have now completed the registration process! Your final action will be to download the W-9
certification form. Once downloaded, print the form and sign it. Scan the signed form and e-mail
it to vendors@comptroller.alabama.gov.

Foreign vendors will need to complete the W-8BEN. This form is available on the VSS home page
under Forms. Sign, scan and e-mail the W-8BEN to vendors@comptroller.alabama.gov.

STA AR S ‘:I alabama.gov  Division of Purchasing ~ Comptroller's Office ~ Pay Subscription Fee
or

Privacy Report | Contact Us

Thank You!

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

Your Vendor Code is: V5000000020
*Please save your Yendor Code for future reference

Welcome, New
Password Reset M

m Download Substitute W-8 Certificafion Farm
Click the link above to print the Subsfitute W-8 Certfication form. Sign the form and mail or fax it to the address or fax number indicated on the form.

Vendor Regstration Applieation
A _pdf version of your registration application is available. You may want to print or save a copy of this document for your reference.

‘You may login to your V'S aczount to view andlor update your account information. Click here to login.

© STAARS 2015 — Intended for State of Alabama users only. Please do not copy or distribute without permission.
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If you wish, you can download a PDF version of your Vendor Registration Application to file for
your reference.

STA AR S ‘:I alabama.gov  Division of Purchasing ~ Comptroller's Office ~ Pay Subscription Fee
or

Privacy Report | Contact Us

Thank You!

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

Your Vendor Code is: V5000000020
Fassitond REsst rint T Page

*Please save your Yendor Code for future reference
Welcome, New

The following registration forms are available for you .

m Download Substitute W-8 Certificafion Farm

Click the link above to print the Substitute W-d Cartification form. Sian the form and mail or fax it fa the address or fax number indicated on the form.
m Vendor Registration Application
A _pdf version of your registration application is available. You may want to print or save a copy of this document for your reference.

You may login to your V'S aczount to view andlor update your account information. Click here to login.

Job Aid — VSS Accounts — VSS New Registration Last revised: 10/5/15
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