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Job Aid – STAARS VSS Accounts 
VSS New Registration 

 
 
 
 

 
 

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. 

Scenario 
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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. 

 

 
 

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. 

 

 

Steps 

https://procurement.staars.alabama.gov/
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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. 
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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. 

 

 
 
 

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: 
 

 
 

6. Click New Registration. 
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7. 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. 

 
 

 
 
 

 

 
 
 
 
 

When selecting a User ID, write it 
down!  You’ll need it again soon. 
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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. 
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9. Check your e-mail for a message that looks like this: 
 

 
 
 

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. 
 

 

https://procurement.staars.alabama.gov/
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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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
New Account Info 

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

 

11. The first section is New Account Info. Make sure you are using the correct Taxpayer Identification 
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. 
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12. Once you have entered this information, select Next to move to the next section. 
 

 
 

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: 

• If you are a vendor in the United States, select Use My TIN Number. 

• 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: 10/5/15 
© STAARS 2015 – Intended for State of Alabama users only. Please do not copy or distribute without permission. 10 

 

 

 

 
 

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. 
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15. 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: 

 

 
 

16. 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. 
 

 
 

17. 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. 
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18. 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! 
 

 
 
 

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. 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. 
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Additional Business Information 
 

20. The next section is Additional Business Information. Here, you will add the commodities that you 
provide. Click the Add button to add commodities. 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. 

 

 

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

21. 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. 

 
22. 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. 

 

 

mailto:vendors@comptroller.alabama.gov
mailto:vendors@comptroller.alabama.gov
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If you wish, you can download a PDF version of your Vendor Registration Application to file for 
your reference. 
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