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Welcome
Welcome to Palm Beach County’s Vendor Self Service (VSS)
Registration System.

As a registered vendor with Palm Beach County (County), VSS
provide you with the following features:

Business Opportunities

o Access to ALL County Construction & Non-Construction
Solicitations/Business Opportunities
¢ Email notifications of Solicitations/Business Opportunities

Financial Transactions

e View your Vendor Payment History
e Review your Current Contract/Agreement(s) with the County

Vendor Account Information

o View/Add/Update Payment/Ordering/Billing Address(es)
e View/Add/Update Vendor Account User(s)
e Commodity Code Selection(s)

o You must select at least one NIGP Commodity Code for
the good(s) and/or service(s) you provide in order to
receive email notifications of County
Solicitations/Business Opportunities.

Office of Equal Business Opportunity

e Small/Minority/Woman Business Enterprises (S/M/WBE) are
encouraged to click on the Office of Equal Business
Opportunity (OEBO) link above to learn how to become
certified with Palm Beach County. ALL S/M/WBE vendors must
be registered in VSS PRIOR TO beginning the S/M/WBE
Certification process.

For best utilization of the VSS Registration System, please ensure pop-
up blockers are disabled and you are using one of the following
certified browsers: Internet Explorer, Firefox, Microsoft Edge, Safari,
i0S, or Android. Please DO NOT use Google Chrome to complete the
Vendor Registration.

If you need further assistance, or have questions, Palm Beach County
VSS Assistance is available Monday through Friday, 8:00am-5:00pm
EST by calling (561) 616-6800 or email at PBCVendor@pbcgov.org.

Thank you for your interest in doing business with Palm Beach County.
We look forward to working with you.


mailto:PBCVendor@pbcgov.org

Registration Tips

Before we begin, please gather the following information which is
required for a VSS Account:

Business Location Information
Tax ID Number (EIN, SSN, ITIN or ATIN)
IRS W-9 Form
o ALL vendors registering in VSS MUST attach a current,
complete and signed IRS W-9 Form in order to submit
their registration for approval.
Legal Business Name (as stated on IRS Documentation)
Contact Information
Commodity Codes for good(s) or service(s)
o Palm Beach County uses NIGP Commodity Codes
o ALL Vendors registering in VSS MUST add at least one
(1) Commodity Code to their Vendor Registration
Account in order to submit their registration for
approval.

Once you have gathered these documents, it’s time to begin the
registration process.

New Vendor Account Registration

Now that you have gathered the information listed above, it’s time to
begin the registration process.

If at any time you encounter an issue during the registration process,
please contact Palm Beach County VSS Assistance via phone at (561)
616-6800 or via e-mail at PBCVendor@pbcgov.org.



mailto:PBCVendor@pbcgov.org

Vendor Se

lf Service System Home Page

The VSS Homepage provides you, the Vendor, the ability to register for a Vendor Registration Account. You can also view Business Opportunities,
and any important announcements regarding the VSS System on this homepage. Before we register, below is a brief overview of the VSS Homepage

to help you navigate.
CGl Advantage PEC OEBO

User ID

Password

Register allows you to begin
the registration process.

Register
Public Access

Public Access a
view current Business
Opportunities with the County.

o Palm Beach County's Vendor Self-Service (VSS) Registration System

As a registered vendor with Palm Beach County, VSS provides you with the following features:

Business Opportunities: Construction & Nen-Construction Solicitations; Email Nofifications of

Direct Links to PBC Purchasing, PBC
OEBO & PBC Vendor Directory

Financial Transactions: View Payment History; Review Currently Held Master Agreements

Vendor Account Maintenance: A ; Contacts; Ci dity Code Sel (Vendors ovide in order to receive email notifications of business opportunities with Palm Beach Conty.)

Office of Equal Business Opportunity: Small/Minority/\Woman Owned Business Enterprise (S/M/WBE) are encouraged to click on the Office of Equal Opportunity (OEBO) link above to learn how to certify their business with Palm Beach County. ALL vendors must be
i d in VSS PRIOR TO beginning the S/IMMBE Certification process.

For best utilization of the VSS Registration System, please ensure pop-up blockers are disabled and you are using one of the following certified browsers: Internat Explorer, Firefox, Microsoft Edge, Safari, iOS, or Android. Please DO NOT USE Google Chrome to complete
the Vendor Registration.

inzegistering, please use the VSS New Registration User Guide to guide you through the registration process. If you are a current vendor, but have net activated your VSS account, please use the VSS Activate Existing Account User Guide to complete your

sistance, or have guestions, Palm Beach County VSS Assistance is available Monday through Friday, 8:00am-5:00pm EST and can be reached by calling (561) 616-6800 or email at PBCVendor@pbcgov.org

erest in doing business with Palm Beach County. We look forward to working with you.

VSS Assistance
Contact Information

Announcements User Guides and Ferms

05/04/2020
ATTENTION VENDORS: &
until May 18, 2020. We apold
04/23/2020

ATTENTION VENDORS -

Click on a form below to either sav
o the Local State of Emergency, updates made to Vendor Self-Service Accounts will not be processed
or any inconvenience this may cause.

o your desktop or open it in Adobe.

S5 Quick Reference Guide for Solicita®

Beginning February 3, 2020, ALL Vend
VSS Account: (1) attach a current, signed
(2) add the Commodity Code(s) associated
04/23/2020

QUIRED to enter the following infi ion when registering and/or modifying their
Xax form, OR if you are a foreign vendor, a current, signed W-8 IRS Tax Form; and
ds or services your organization provides.

VSS Activate Existing Account User Guide
WSS New Vendor Registration User Guide

EFT/ACH Information: If you would like to set up d FT/ACH Information, please contact The ACH Onboarding team via  W.8BEN

email at pbc @mypalmbeachclerk.com I8 FT/ACH enrolment. Further questions or concemns regarding

EFT/ACH should also be directed to said email. W-BIMY

View All Announcements
— User Guides are available to

VSS Announcements are found WBECH B s : :
in this section of the homepage. W.SBENE assist through the registration

Commodily Senice Code Book_25th Edition process

llows you to Access forms

Help Contact Us

Privacy Report

PBC Purchasing

PBC OEBO
PBC Vendor Directory

Navigating Solicitations in VSS
Video




Vendor Self Service System Home Page

Let’s get started on the Registration Process.

CGl Advantage

Welcome to Palm Beach County's Vendor Self-Service (VSS) Registration System e . Re%
As a registered vendor with Palm Beach County, VSS provides you with the following features:
Business Opportunities: Construction & Non-Construction Solicitations; Email Mofifications of Business Opportunities; Public Access to Business Opportunities
Financial Transactions: View Payment History; Review Currently Held Master Agreements
Vendor Account Maintenance: Addresses; Contacts; Commaodity Code Selections (Vendors must select NIGP Commadity Codes for the good(s) and/or service(s) they provide in order to receive email notifications of business opportunities with Palm Beach Conty.)
sl Office of Equal Business Opportunity: Small/Minority/VWoman Owned Business Enterprise (S/M/WBE) are encouraged to click on the Office of Equal Opportunity (OEBO) link above to learn how to certify their business with Palm Beach County. ALL vendors must be Navigating Solicitations in VSS
registered in VSS PRIOR TO beginning the SIMMWBE Certification process. Video
Password For best utilization of the VSS Registration System, please ensure pop-up blockers are disabled and you are using one of the following certified browsers: Internet Explorer, Firefox, Microsoft Edge, Safari, i0S, or Android. Please DO NOT USE Google Chrome to complete

the Vendor Registration.

For assistance in registering, please use the V35 New Registration User Guide to guide you through the registration process. If you are a current vendor, but have not activated your VSS account, please use the VSS Activate Existing Account User Guide to complete your
Login account activation

Password Resat If you need further assistance, or have questions, Palm Beach County V8§ Assistance is available Monday through Friday, 8:00am-5:00pm EST and can be reached by calling (561) 616-6800 or email at PECVendor@pbcgov.org.

Thank you for your interest in doing business with Palm Beach County. We look forward to working with you.
Click the Register
button to register a
new or existing
account.

Register |-
Public Access

User Guides and Forms

Click Register to begin
the registration process.

Click on a form below to either save it to your desktop or open it in Adobe._

pdates made to Vendor Self-Service Accounts will not be processed
 cause.

ATTENTION VENDORS - 'SS Quick Reference Guide for Solicitations
Beginning February 3, 2020, ALL Vendors are REQUIRED to enter the following information when registering and/or modifying their . L ;

VSS Account: (1) attach a current, signed W-9 IRS Tax form, OR if you are a foreign vendor, a current, signed W-8 IRS Tax Form; and | ¥SS Aclivale Existing Account User Guide
ﬁ;}d&{l}; Commeodity Code(s) associated with the goods or services your organization provides. VSS New Vendor Registration User Guide
EFT/ACH Information: If you would like to set up or update your EFT/ACH Information, please contact The ACH Onboarding team via  \wW.-8BEN
email at pbcpaymentmgr@mypalmbeachclerk.com to complete the EFT/ACH enrolment. Further questions or concemns regarding

EFT/ACH should also be directed to said email W-BIMY
View All Announcements

W-SEXP

W-8ECI

W-8BEN-E

Commodity Service Code Book_25th Edition

Access forms




Memorandum of Agreement

Please take a moment to review the Memorandum of Agreement. ALL Vendors wishing to do business with Palm Beach County must agree to the
terms listed before completing the VSS Registration process.

CGl Advantage

Privacy Report ‘ Contact Us

Memorandum of Agreement

In order to register as a vendor with Palm Beach County ("County"), you must accept the terms of this Memorandum of Agreement. If you choose not fo accept these terms and not register as a vendor with the County, you will be
Welcome, New refurned to the Home Page where you can view all County solicitations by clicking on "Public Access”.

By submitting this electronic vendor redistration, you certify and warrant that you are duly authorized, to: (i) register as a Vendor with the County; (ii) provide all of the vender information requested; and (i) enter into this
Memorandum of Agreement. By submiting this electronic vendor registration, you hereby agree:

1. To continually update your vendor registraticn informaticn as necessary to ensure that the information remains accurate and complete at all times

2. To provide accurate, complete and current vendor information that can be conclusively relied upon by the County, even if different information is or has been available to or received by the County through means other than
Vs,

3. That this Memorandum Agreement shall remain in effect for as long as you are a "registered vendor” with the County and are in good standing.

4. To review the Privacy Report link above regarding your vendor regisiration information.

5. Inorder to receive upcoming nefifications of County business opportunities/solicitations, you MUST: (1) click on Commedities under the Acceunt Information tab and enter the commodity numbers for ALL the goods and
services that you would like to receive notification of County business opportunities/solicitations related thereto ; AND (2) click on Precurement Address and Contact information under Addresses & Contacis (also located under
the Account Information tab) and verify that the email address is current and comect. I both of these (1) and (2) above are not completed and updated whenever you have upon a change in vendor information, you will not receive
upcoming notifications of County business opportunities/ solicitations or updates pertaining fo same

AcceptTerms | Reject Terms

Click Accept Terms




Registration Tips

In addition to the Registration Tips previously provided to you, VSS also recommends information to assemble prior to beginning a VSS Registration.
If the additional items listed are applicable to your business, please gather those documents now before proceeding. If you are ready to proceed,

click on Next.

CGl Advantage

Welcome, New

Assemble the following information before registering as a new vendor OR activating your vendor registration account:

PBC Purchasing j| PBC OEBO | PBC Vendor Directory

Privacy Report | Contact Us

Registration Tips

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

+ |nformation on each location (first location entered will be considered the Headgquarters) of your business
+ Tax ID Number (EIN, SSN, ITIN or ATIN)

+ Foreign Vendors - applicable W-8 Form

+ W-9 Form

+ Foreign Tax Id

+ Legal Business name

+ DUNS Number - Optional

= A free number issued by Dun & Bradstreet for each business location
= Call toll free at 388-214-1435 to obtainfverify your DUNS number
= Indicate that you are doing business with a Government entity

« Contact Information (name, address. email, phane and fax) for EACH of the below business functions:

= Account Administrator {person responsible for your account)
= Ordering

= Payment

= Procurement

+ Commodity Codes for your goods or services

Back | Next

iy




Search for an Existing Account

In an effort to minimize duplicate Vendor Accounts, we ask Vendors, either Company or Individual, to search for an existing account within VSS.
To search for an existing account, please enter the information below as it pertains to you.

¢ Companies

o Tax Identification Number (TIN) OR Legal Business Name
e Individuals

o Last Name AND Last 4-Digits of Social Security Number

Privacy Report | ContactUs

Search for an Existing Account

Cancel Registration | Back I

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 if one already exists. If the account exists it will be designated 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 vendor code.
Welcome, New + Company Search

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

If you are registering as a Company, please enter
. ) either your FEIN/EIN OR Legal Business Name to
Taxpayer Identification Number OFR  Legal Business Name
Search |

search for an existing account and click Search.

OR
= 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

Last Name I AND
Search |

If you are registering as an Individual, please enter

Lastadigitsof SN[ either your Last Name AND Last 4-Digits of SSN to

search for an existing account and click Search.

Additional Resources & Information:

Cancel Registration | Back I

As you complete each step and move to the next step, the system will check for errors.
If there are errors:

A notification message will be displayed at the top of the page.
+ You must correct the errors indicated before continuing to the next step.
+ Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.



Search for an Existing Account/Results Not Found

If you receive the message “Results Not Found”, you may proceed with a new VSS Registration by clicking on New Registration.

Privacy Report | Contact Us

If you receive a message “Results Found”, STOP. Please CLOSE this manual and open the User Manual for “Activate an Existing Account”.

Search for an Existing Account/Results Not Found

Please select one of the search options below to determine if you already have a vendor code.
Welcome, New « Company Search

Cancel Registration | Back I
Taxpayer ldentification Number 000010001

Search |

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 if one already exists. If the account exists it will be designated as a company or individual based en the information you previously provided
To see if you have a vender code and have an Employer Identification Number (EIN) on file, first search by TIN:

OR  Legal Business Name

= Individual Search

OR

Last Name I

AND
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 Number.

Last 4 digits of 85N I

INo results have been found for your account. Please perform further research or select the New Registration button to create a new account.
Additional Resources & Information:

New Registration | Click New Registration

« As you complete each step and move to the next step, the system will check for errors.
If there are errors:

Cancel Registration | | Back |
« A notification message will be displayed at the top of the page.
= You must correct the errors indicated before continuing to the next step.

= Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.



My User Information

My User Information should reflect the Account Administrator’s name and contact information. For best practices, we recommend businesses NOT
use an individual employee e-mail address, but rather a general business e-mail address to ensure Business Opportunities are not missed. For

example, yourbusinessname®@emaildomain.com.

NOTE: User ID, Password and Security Answer are CASE SENSITIVE.

NOTE:

Please securely store the User ID, Password and Security Answers for future use.

Ouser Information

[verify and Submit
Registration

P

rivacy Report | ContactUs

My User Information

Cancel Registration | | Back | | Next |

Create your user ID here. You will be assigned the role of Primary Account Administrator. Please see the Frequently Asked Questions for additional details about the Primary Account Administrator role.

= General Information

UseriD(asesensitve):| | Create a User ID for your VSS Account.

{User D should be between 2 and J&characters o lanaih
Firsthame:| ] Enter the First Name and Last Name of the Account Administrator.
“Re-enter Email : |:|
*Phone : Ext. :

Enter (and Re-Enter) the e-mail address you would like Business Opportunities to be sent to.

KOO0 Enter the Account Administrator Phone Number.
C—
JOOL-DOER XK,
~ Password Create a Password for the Registration Account. Passwords must be a minimum of two
“Password (case sensitive):| | (Passwords shouid be between 2 and 18 characters in length ) (2) characters and a maximum of 16 characters.
Reenterpassword:[ |
*Security Question : . .
N i "“m""_l:I Select a Security Question from the Drop-Down Menu. In the event
Uty Ansuer (case sensitve) you forget your account password, you will need to answer the
Roenter Securty Answer:[ | Security Question to reset your account password. Enter the
* Indicates a required field Security Answer

Additional Resources & Information: Cancel Registration | Back | Next |

+ As you complete each step and move to the next step, the system will check for errors.
If there are errors:

+ A notification message will be displayed at the top of the page.

* You must correct the errors indicated before continuing to the next step.

+ Additional Help can be found in the Freq ly Asked Q from the left hand navigation bar.



mailto:yourbusinessname@emaildomain.com

Verify Email Address

In order to continue the VSS Registration, we must verify your email address. An email will be sent to the e-mail address as entered on the previous
page (My User Information). Review the email address to ensure it is correct. If the e-mail address is correct, click on Next. If the e-mail address
is not correct, please click on Back and make any necessary changes.

1| PBC Purchasing || PBC OEBO | PBC Vendor Directory

Privacy Report | ContactUs

Verify Email Address

To continue your WSS registration, we must verify your email address. When you receive the email we send you, follow the link provided or copy the link into your browser.
Welcome, New Make sure your own security sefting will not black the receipt of this email. To prevent the email from being blocked, add the following address to your email contacts : PBCVendor@pbcgov.org YOU MUST CliCk on Next tO

Mluser information An email will be sent to the following address :  E-Mail address as entered on the My User Information Page receive the Email

[ Werify and Submit
Registration

Additional Resources & Information: Cancel Registration | Back | Next |

+ As you complete each step and move to the next step, the system will check for errors.
If there are errors:
+ A notification message will be displayed at the top of the page.
* You must correct the errors indicated before continuing to the next step.
= Additional Help can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

After you click Next, you will be brought to this page. Please follow the instructions as listed to complete the VSS Application portion of the VSS
Registration process.

| PBC Purchasing | PBC OEBO Ji{ PBC Vendor Directory ||

Thank You!

A verification email was sent to you. Please print page for your records.

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 VSS as an Activated User using your User ID and Password
2. Correct your email address and click Next
3. Click Next again to verify your email address

Click Close Browser and check your

e-mail inbox for the Verification E-mail
as shown on the next page.

10



Verification E-Mail

lue 43072019 1200 FM

PBCVendor@pbcgov.org

ADVMAIL: VERIFY YOUR PALM BEACH COUNTY (PBC) VENDOR SELF SERVICE (VSS) EMAIL ADDRESS
To

Vendor Name:

By clicking the link below, you are verifying the email address that you have created for your Palm Beach County (PBC)
Vendor Self Service (V5S) 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:/ /pbovsspriil.co.palm-beach. fl.us/webapp/vsspr/ AltSelfService?Email Token=01318401751686331517

Click the link to continue the

Registration process.

Thank You. Please use this link to log on to V55 portal once you have verified your email address with the link above and
completed your registration. https://pbcvsspri1i.co.palm-beach.fl.us/webapp/vsspr/AltSelfService

11



Login

By clicking on the link provided in the E-Mail Verification, you will be brought to this page to Login in to your VSS Account. Please make sure you
enter the User ID and Password exactly how you created correctly. As stated before, these fields are CASE SENSITIVE.

If you are unable to remember the User Name and Password you created, please contact the VSS Help Line at (561) 616.6800.

Login

To continue registration, enter your User 1D and Password.

User |D| Enter the User Name and
Password you created.
Password| |
Login I

i

12



New Account Registration

The first step in adding your Business information is to select your TIN Type AND Classification. Please select the Correct TIN Type (Individual or
EIN) and the Correct Classification for your business. Remember to review ALL Classification Options available to select the correct classification
of your business.

Add Business Location - New Account

Registration
Please choose one of the following options to describe how you plan on doing business and sslect the Next button to continue. Select the TIN Type SSN (lnd]V]dUal) or
Employer Identification Number (Company)
T = TIN Type

O 1'will use a Social Security Number (SSN), Individual Taxpayer ldentification Number (ITIN), or Adoptive Identification Number (ATIN),

Save and Close || Cancel Registration | Next |

[ New Account Info.

O Please select one of the following : SSN O ITIN O ATIN O IF you Select |ndividual’ you MUST
Business Info.
" () | 'will use my entity's Employer Identification Mumber (EIN).

D Addresses & Contacts also select one of the following:
Ehmmms () | do not have any of the above forms of Taxpayer identification SSN, ITIN or ATIN
W 3= e B AND

w Classification
| plan to do business using the following classifications. Please select only one.

s
2,
]
2

Classificatios

Select the Classification of your Business. Please
remember to review all available options to
ensure you select the correct classification.

Individual
Sole Proprietor
Partnership
Corporation
Nonresident Alien
Trust

Foreign Business Entity
State Govemnment
Other Govemnment
Other

Joint Venture

Other Non-Profit Org
Employee

Estate

LLC filing as Partner
LLC filing as Corp

LLC filing as Sole Prop
Church/Religious Org
Personal Service Corp
Federal Government

Resident Alien

[oNeNoNoNoNoNoNoNoNoNoNoNcNoNoNoNoNo NoNoNeN e

Fareign Corporation

3
s

Use the Frequently Asked Questions to obtain a definition of the classifications.

13



Step 2: My Business Information

All fields with a red asterisk (*) must be completed before proceeding with the Registration. NOTE: there are fields which do not have a red
asterisk (*) that must be completed. Please make sure you follow this user guide to ensure you completed all information necessary to complete

the registration.

GGF AQVa e PBC Purchasing || PBC OEBO | PBC Vendor Directory

Privacy Report | Contact Us
AN ] ] _
i" “0% $tep 2: My Business Information Save and Close | Cancel Registration | Back | Next
£ =
- - Please enter the general information below. Fields with a red asterisk (*) indicate required fields. Some of the fields are populated with data gathered from the questions you previously answered. Please review all information carefully before proceeding. You must select the Save and Close prior to exiting. If you do not, you

’iomﬂ* will have to re-enter all data again.

= Location Verification
LB EmE This section will be used to establish a verification code that other locations within your company will b

e Aocount o, “Verify My Locations by : [T AT v] Use My TIN Number is the Default Selection.
CIMy Business Info. The below fields are required only if you q q
Vendor Verification Based on : Please DO NOT change this selection.

Vendor Verification Password :

[ Addresses & Contacts

[ Additional Business

Information
Confirm Verification Password :

O Registration Summary

= Organization Information

*Organization Type : Change Foreign Tax 1D : l:l
A NOTE: If you have more than one NP1 you only need

finge to this field will remove all data previously entered. to enter one of them. We are required by Federal
Law to capture this information.

Ver'ify the * Classification : | LLC filing as Corp hd
National Provider ID : l:l

Organization Type LocationName:[ | ona 7
Location Web Address : l:l Assigning Authority : l:l

and Classification
Number of Employees : CAGE Code : l:l
are CorreCt Annual Im:nrne: GIIN : l:l
wakam:

3 digits(iVo dashes)

Extended DUNS:[ |

4 digits(o dashes)

S

Please include Http# or Hitps:

Preferred Ordering Method :

Pcard Acceptance Level : |

v
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Step 2: My Business Information

Note: The Taxpayer ID Number field does not have an asterisk (*), however, this field must be completed in order to submit the Vendor Registration.

Sl Ui el e If there is a DBA for your business,

of your business

please enter it in this field

lease note that to receive payment, the Ve department must be identical to the Vendor's Legal Name and/or, if

ppli its DBA/Fictiti Name that is reflected in the VS5 System.
Legal Name Information

O Registration Summary

‘LegalNameonwo:[ | Business Name (AliasiDBA):[ | Name on Check : [Legal Name /| Name on Check: You may Select Legal
Name or Both. Our Finance Department
1099 TIN Informati ;
v nformation Enter your will not cut a check to a DBA alone.
Create Taxpayer ID Number : Taxpayer ID Number : l:l
Re-enter Taxpayer ID Number : l— Taxpayer ID Number Type : EIN Taxpayer ID
1099 Reportable : es Number (TIN)
_ EIN or SSN
= Legal (1099) Address Information .
swett: Enter the phys1c'al
v address of your business.

“Stater Province ;| DO NOT include: Suite
Zippostal Cote:| | Number, Floor Number,
etc., at this time.

» Executive Compensation

Officer Name 1 :l:l Officer Compensation 1 :l:l
Officer Name 2 :|:| Officer Compensation 2 :l:l
Officer Name 3 :l:l Officer Compensation 3 :l:l
Officer Name 4 :|:| Officer Compensation 4 : l:l
Officer Name 5 :l:l Officer Compensation 5 :l:l

Save and Close Cancel Registration | Back | Next

15



Step 2: My Business Information
Error: Select Original Address or Corrected Address

Do not panic. You have done nothing wrong. Our VSS System uses a Third Party Address Verification System to verify ALL addresses entered into
the VSS System. Simply select the correct address format and Click Next.

. PBCPurchasing (PBCOEBO TPBCVendorDieety i il D e

Privacy Report | Contect Us

You have 1 messages
1: Error: The adcress entered was modified fo mest postal standards. Select either the Criginal Address or the Comected Adcress to confinus. (A3447)
View Al Detals | Submit Question

Select the Correct Address Format

= Legal (1099) Address Information

Original Address Corrected Address
[ select Address [ select Address
o — O
~State/ Province :| V| State/ Province :
‘ZipPostal Code:[ | Zip/Postal Code :

= Executive Compensation

Officer Name 1 :l:l Officer Compensation 1 :l:l
Officer Name 2 :l:l Officer Compensation 2 : l:l
Officer Name 3 :l:l Officer Compensation 3 : |:|
Officer Name 4 :I:l Officer Compensation 4 : l:l
Officer Name 5 :l:l Officer Compensation 5 : l:l

Save and Close Cancel Registration | Back | Next
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Add Business Location - Address Information Questionnaire

Please review the Address questions below in their entirety. Please select Yes or No to answer each question. Click Next once you have selected
the answers.

|| PBC Purchasing | PBC OEBO || PBC Vendor Directory '

Privacy Report | ContactUs

Add Business Location - Address Information Questionnaire

Save and Close Cancel Registration I Back | Next
Please enter the following information about your Administrative, Ordering, Payment, and Billing addresses.

¥ Leqal Address Information The address entered will be

Welcome, Address - | |
city listed here. Please review to
B New Account Info. State : an q
My Business info. Zip/Postal Code © ensure it is correct.
DO Addresses & Contacts
O Additional Bu: ;
=S » Address Questions
[ Registration Summary O No
Should your legal address listed above be used for any other type of address (Administrative, Ordering, Payment or Billing)? o v
es
O No
|z your address information the same for Administrative, Ordering, Payment, and Billing addresses? oY
es
O No
Do you have the same contact for all address types (Administrative, Ordering, Payment, or Billing)? : O Y
es

Save and Close Cancel Registration I Backl Next

Ri &

+ As you complete each step and move to the next step, the system will check for errors.
If there are errors;
- A notification message will be displayed at the top of the page.
= You must correct the errors indicated before continuing to the next step.
- Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.

17



Step 3: Addresses and Contacts

In this section, you will enter the remaining address information from Step 2 of the Registration process. You will also add the Contact Information

for the Principal Contact (Account Administrator) for your VSS System account.

B New Account Info.
MMy Business Info.
OAddresses & Contacts
O Additional Business
Information

ORegistration Summary

Privacy Report | Contact Us

Step 3: Addresses and Contacts
Based on the answers you provided on the previous page additional information is required to capture address and contact details for each of your different address types. If you wish to enter the same address and contact combination for each type enter all of the required fields below related to your Administrative, Ordering,
Payment, and Billing address and select the Next button to proceed. Please note that your Billing address information is optional. If you do have separate address and contact combinations for each address type you may go back to the previous page and change the answers you provided in order to fill out all the address and

contact information on multip
Please make sure ALL options are selected. If your business has multiple addresses,
you can update those addresses after completing the registration process.

[¥] *Payment
[v] Billing *Entering a Billing Address is optional. Please uncheck this box prior to clicking "Next' if you would prefer to enter a Billing Address at a later time.

w Address Information

Enter Suite Number, Unit Number, Building Number, Floor Number, etc.

reet Addr
Street 2:

Street Address, P.O. Box, Company Name, etc.
“City :
*State/Province ‘ v‘

NN —
hd

Country : | United States

couny:[ ]
S — Enter Phone Number

HXHHK-HHAK

Additional Address Info :
v

Division/Department: |
Extended DUNS:[ |
CAGECode:| |

18
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Step 3: Addresses and Contacts

Although the fields Email and Correspondence Type do not have a red asterisk (*), you MUST complete these fields in order to receive electronic
notification of Solicitations/Business Opportunities with Palm Beach County. Notification of these Solicitations/Business Opportunities are
determined by the Commodity Codes you will select in Step 4: Additional Business Information.

. . = Contact Information
Enter PI’I nci pal For the address type shown above, please enter a contact person

Contact Name *Principal Contam:l:l Fax:l:l
and Title/Role TitleRole:| ] FaxExtension:| |

Permissions : |:| Alternate Fax : l:l
Authorized Representative : [ | Alternate Fax Extension :l:l
Phone: ] eman: | Want to receive electronic notification of
Phone Extension:[ | ConespondenceType:[ /] Solicitations/Business Opportunities?
AtemaePhone:[ | Enter the Email address of your business AND
Atemate Phone Extansion:[ ] Select Email as Correspondence Type

English Spoken : . .
noth Spoken 4 Enter Principal Contact’s

Phone Number

Save and Close Cancel Registration | Backl Next
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Step 3: Addresses and Contacts
Error: Select Current or Corrected Address

Do not panic. You have done nothing wrong. Our VSS System uses a Third Party Address Verification System to verify ALL addresses entered into
the VSS System. Simply select the correct address format and Click Next.

Cal Advantaga | PBC Purchasing | PBC OEBO | PBC Vendor Directory |\ = = &0 & e

Welcome,

WNew Account Info.
My Business Info.
OAddresses & Contacts

O Additional Business
Information

[JRegistration Summary

Privacy Report | Contact Us

You have 1 messages
1: Error - The address entered was modified to meet postal standards. Select either the Criginal Address or the Corrected Address to continue. (A5447)

View All Details I Submit Question

Save and Close Cancel Registration | Back | Next |

Step 3: Addresses and Contacts

Based on the answers you provided on the previous page additional information is required to capture address and contact details for each of your different address types. If you wish to enter the same address and contact combination for each type enter all of the required fields below related to your Administrative, Ord
Payment, and Billing address and select the Next button to proceed. Please note that your Billing address information is optional. If you do have separate address and contact combinations for each address type you may go back to the previous page and change the answers you provided in order to fill out all the addre:

contact information on multiple pages.

*Administrative
*Qrdering

*Payment

enter a Billing Address at a later time.

[ Billing *Entering a Billing Address is opti Select the Correct Address Format

w Address Information

Corrected Address

Original Address
[ select Address [ select Address

Street Address, P.C. Box, Company Name, efc Street 2 l—
Y I iy
Strest Address, P.C. Box, Company Name, etc
. State/Province :l—
*State/Province :| v ZipPostalCode:[
Country : [United States ~ County :
TOAIHHHX Division/Department :
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Step 4: Additional Business Information
How to Attach IRS W-9 Form

Vendors are required to provide a current, complete and signed/dated IRS W-9 form when submitting a VSS Registration to Palm Beach County. By
providing this form, we are able to verify the Legal Name and Tax Identification Number for your business.

Cal Advantage

Privacy Report | Confact Us
Step 4: Additional Business Information Save and Close | Cancel Registration | Back | Next

Attachments

Click the “Add” button to add supporting documents and files to your vendor account, This information is optional.

B4 New Account Info.
gwmm Add Click Add to attach the IRS W-9 Form

File Name Date UserlID Type

Welcome,

[ Additional Business
Information

O Registration Summary

Commodities

Select the commodity codesiciasses that deseribe goods and services that your organization provides. Click the “Add” button to identiy the appropriste commadities for your organization. This infarmation is optional

Add

[~ i vice Code ity Description

save and Close | Cancel Registration || Back | Next

Additional Resources & Information:

» As you complete each step and move to the next step, the system will check for errors.
If there are errors:
+ A notification message will be displayed at the top of the page.
* You must correct the errors indicated before continuing to the next step.
+ Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.
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Step 4: Additional Business Information

How to Attach IRS W-9 Form
IRS W-9 Form

Below is a sample of the IRS W-9 Form. We review the information entered on the IRS W-9 form and compare it to the information as entered in
the Vendor Registration. If the information does not match, we will notify the Vendor of the discrepancy. Until the IRS W-9 form and the Vendor

Registration match exactly, we cannot continue our review of the Vendor Registration.

e W=9

{Rev. October 2018)
Depertmentof the Treasuay
Intemal Revenue Serv

Request for Taxpayer
Identification Number and Certification

» Go to www.irs.gov/FormW9 for instructions and the Ialest information.

Give Form to the
requester. Do not
send to the IRS.

1 Name (as Shown on your income tax retum). Name i required on this ine; do not leave this hine blas

Legal Name of Business (this must match the Legal Name as entered in the Vendor Registration)

led entity name, if different from abowvs

DBA 1f appllcable (this must match the DBA as entered in the Vendor Registration)

is distegarded from the ownes should
—‘ Other (se« nsnucmm»

Note: Check the appropriate box in the fine above for the tax classification of the single-member owner. Do not check | Exemption from FATCA reporting
LLC if the LLG is dlassified as a single-member LLC that s disregarded from the owner unless the owner of the LLC is

another LG that is not disregarded from the ovmer for U.S. federal tax purpases. Otherwise, a single-member LLC that
check the appropriate box for the tax dassification of its owner.

3 Check box for federal tax of the person whose name is entered on line 1. Check only one of the | 4 Exemptions (wdarsﬂmiy to
follow sevenboxa certan entiies, not indivi 1 See ofs . e .
S instructions on page 3): Tax Classification: One Tax Classification MUST be
O piopriskaror L CC Osc a p O . pe
single-member LLC ok pais cide ) identified by the Vendor. If the Vendor selects LLC, the
(] Limited abilty company. Ente the tax ic=c -8 P > Vendor must state on the adjacent line if the business is a

C (Corporation), S (S Corporation) or P (Partnership).

code (f any)

{Appiies to acoounts rntained 0utsics the US)

Print or type.
Spociﬂc Instructions on page 3

1, and apt, of sute no)

Requester's name and address (op!

Street Address (this must match the Payment Address as entered in the Vendor Registration)

6 City, state, and ZIP cods

Clty, State and Zip Code (this must match the Payment Address as entered in the Vendor Registration)

|7 Ust account number(s) here {optional)

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the instructions for Part |, later. For other
entities, it is your employer identification number (EIN). Iif you do not have a number, see How to get a

TIN, later.

Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and
Number To Give the Requester for guidelines on whose number to enter.

Social security number ]
’ } ‘ } -;/ - } ‘ || Taxpayer Identification Number (TIN):

or The TIN MUST match the name given on Line 1
[ ity idonmsoston remsber of the IRS W-9 form. The TIN MUST also match
—[j § ‘ l ] l the TIN as entered in the Vendor Registration.

G4l  Certification
Under penalties of perjury, 1 cemfy that:

1. The number shown on this form is my correct taxpayer identification number {or | am waiting for a number to be issued to me); and
2. 1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the intemal Revenue
Service (IRS) that | am subject to backup withholding as a resuit of a failure to report all interest or dividends, or (c) the IRS has notified me that | am

no longer subject to backup withholding; and
3.1am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA codel(s) entered on this form (if any} indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because
you have failed to report all interest and dividends on your tax return. For real estate trmsacnons item 2 does not apply. For mortgage interest paid,

acquisition or abandonment of secured property, ion of debt,

(IRA), and generally, payments

other than interest and dividends, you are not required to sign the certification, but you must provide your comrect TIN. See the instructions for Pa’t II later.

Hae ey Signature of Authority

pate» Date Signed (the date cannot be older than one year

General Instructions

Section references are to the Intemnal Revenue Code unless otherwise
noted.

Future For the latest ir opr
related to Form W-9 and its instructions, such as legisiation enacled
after they were published, go to www.irs.gov/FormWa.

Purpose of Form

An individual or entity (Form W-9 requester) who is required to file an
information retum with the IRS must obtain your correct taxpayer
identification number (TIN) Much may be your social secunty number
(SSN), individual taxpayer i i ion number (ITIN),

taxpayer identification number (ATIN), or employer identification number
(EIN), to report on an micrmanon retum the amount paid to you, or other
amount rep of i

retums include, bul are nol limited to, me following.

* Form 1099-INT (interest eamed or paid)

* Form 1099-DIV (dividends, including those from stocks or mutual
funds)

* Form 1099-MISC {various types of income, prizes, awards, or gross
proceeds)

* Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)

* Form 1099-S (proceeds from real estate transactions)
* Form 1099-K {merchant card and third party network transactions)
* Form 1098 (home mortgage interest), 1098-E (student loan interest),

1098-T (tuition)
* Form 1099-C (canceled debt)
* Form 1098-A jisition or of secured property

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN.

If you do not retumn Form W-9 to the requester with a TIN, you might
be subject to backup withhoiding. See What is backup withholding,
later.

Cat. No. 10231X

Form W-9 Rev. 10-2018)
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Step 4: Additional Business Information
How to Attach IRS W-9 Form
Add Attachment Files

Please note the maximum size allowed for a file is 10.0MB.

| PBC Purchasing || PBC OEBO |

Privacy Report | Contact Us
Add Attachment Files

Use this page to add the attachments to your vendor record. Click "Browse” to select a file. The maximum size allowed for each file 1s 10.0MB.

. PBC Vendor Directory

Welcome,

File 1: = Click Browse, and select the W-9 |
File 2: fYrel  Document that will be uploaded |
File 3: Browse .. | Attachment Type : Description | |
File 4: Browse .. | Attachment Type: Description : | |
File 5: Browse... | Attachment Type Description :| |

Attach File | Cancel

Click Attach File

Once the file has been successfully attached to the Vendor Registration, you will see it listed on the Step 4: Additional Business Information page.

i :.:.:: = r— = T ..: e e e e e

Privacy Report | Contact Us
Save and Close Cancel Registration | Back Next

FACH
e«,&e DQ% Step 4: Additional Business Information
El |

LLorot

Attachments
Welcome, |

Click the "Add" button to 3dd supporting documents and fles to your vendar aecount. This information s optional,

B8 New Account Info.

B My Business Info. Add

B Addresses & Contacts

O additional Business File Name Date User 1D Attachment Type Description

Infermation Form W-g Rev Oetober 2012 pdf Standard Form W8 Delete

[ Registration Summary
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Step 4: Additional Business Information
How to Add Commodity Code(s)

Vendors are required to enter at least one (1) NIGP Commodity Code to their account before submitting the Vendor Registration for approval. By
providing a Commodity Code, you will receive notification of business opportunities associated with the Commodity Code provided in the Vendor

Registration.

CGl Advantage

Privscy Report | Contact Us
Step 4: Additional Business Information Save and Close | Cancel Registration I Back I Next

Attachments

Welcome,

Click the "Add" button to add supporting documents and files to your vendor account. This information is optienal

B New Account Info.

M my Business Info Add

M Addresses & Contacts

[ additional Business File Name Date User ID Attachment Type Description

Information Form W-8 Rev October 2018.pdf Standard Form W-g Delete

[ Registration Summary

Commodities

Select the commadity codesiciasses that describe goods and services that your organization provides. Click the "Add™ bution to identiy the sppropriste commadies for your arganization. This information is optional.

vice Code ity Description

Save and Close Cancel Registration I Back | Next

Additional Resources & Information:

* As you complete each step and move to the next step, the system will check for errors.
If there are errors:
- A notification message will be displayed at the top of the page.
* You must correct the errors indicated before continuing to the next step.
+ Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.
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Step 4: Additional Business Information
How to Add Commodity Code(s)

You can search for a Commodity Code in one of two ways. You can search by the Commodity/Service Code itself, or by a Commodity Description.

For your benefit, we have provided the NIGP Commodity Code Service Book 25" Edition on the Vendor Self-Service Homepage. You can use this
document to search for the Commodity Code(s) that best represent your business.

Privacy Report | ContactUs

Choose

Select one or more commedity codes or classes that describes the goods and semvices that your organization provides by clicking the checkbox next to the commedities you want to add. Te search for a specific commodity code, class, or, description, enter a valid value in the Commodity/Service code or
Commeodity Description search field and chck the "Browse™ link. Wildcard () search capabilties are availlable on the Commodity fields, please consult the online Help for details. Once your sebection is made. click the "0Ok” button to add the selected commeodities to your organization.Click the "Cancel” button
to cancal your changes and retumn to the Commodities pape.

Brouse Cex To search by the Commodity Code, enter asterisk (*), the 5-digit Commodity Code, asterisk (*), i.e., *12345*
Commodity/Service Code:| ]
Click Browse after Commoity Descrption | To search by the Commodity Description, enter asterisk (*), descriptive word, asterisk (*), i.e., *community*
entering either the Grant:[ V]
Commodity Code or Commodity Description Commeodity/Service Code
the Commodity L] ABRASIVES 00500
Description you have [] Abrasive Equipment and Tools 00505
chosen to search by. [[] Abrasives, Costed: Cloth, Fiber, Sandpaper, etc. 00514
[] Abrasives, Sandblasting, Metal 00521
|:| Abrasives, Sandblasting (Other than Metal) 00528
[] Abrasives, Solid: Wheels, Stones, ete. 00542
|:| Abrasives, Tumbling (Wheel) 00556
[] Grinding and Polishing Compounds: Carborundum, Diamond, etc. 00563
[ Pumice Stone 00570
[l Recycled Abrasives Products and Supplies 00575

First Prew Mext Last

OK | Cancel |
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Step 4: Additional Business Information
How to Add Commodity Code(s)

After clicking on Browse, the Search Results will appear. Each Commodity Code will have a check box next to it. You may choose one, or more,
Commodity Codes to add to the Vendor Account by clicking on the appropriate check box. After selecting the Commodity Codes, you will click on
OK.

NOTE: Search Results may have more than one page of results. Please make sure to review the hyperlinks below the search results to determine
if there is a “Next” page.

NOTE: You may perform more than one search to add Commodity Codes. However, you must add the Commodity Codes from the current search
BEFORE performing the next search. If your search DID NOT bring the results you anticipated, you may search again without adding Commodity
Codes.

CGI Advantage

Privacy Report | Contact Us

Choose

Szlect one or more commadity codes or classes that describes the goods and services that your organization provides by clicking the checkbay next to the commodities you want to add. Ta search for 3 specific commodity eode. class, or, description, enter a3 valid value in the Commadity/Service code or
Commeodity Description search field and click the "Browse” link. Wildcard {*) search capabilities are svalable on the Commodity fields, please consult the anline Help for details. Once your selection is made, click the "0k” button to add the selected commaodities to your organization.Click the "Cancel” button
to cancal your changes and retumn to the Commodities page.

Welcome,

Browse Clear

Commodity/Service Code : I:I

Select the appropriate Commodity Description : [*COMMUNITY" |

Commodity Code(s) for .
your business by click ) Gmnf ' ) ]
on the Corresponding Commodity Description Commodity/Service Code

check bOX |:| Cable or Cemmunity Television Equipment and Hardware 54024
E Planning, Urban {Community, Regional, Area wide, and State) 90664
@ Community Development Consulting 91827
[V Grants, Community Service Projects, IDC 95012
g Grants, Community Service Programs 95013
[] Community Garden Program 95219
|:| Community Service Campaigns (Anti-Litter Programs, Bicycle S 95222
|:| Law Enforcement - C ity Relations Servi {Incl. Victim 95281
E SlumiCommunity Redevelopment Services 95281

First Prew Next Last

ﬂl Cancel |
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Step 4: Additional Business Information
How to Add Commodity Code(s)

Once the Commodity Code(s) have been successfully added to the Vendor Registration, you will see the code(s) listed under the Commodities

Section.
Once you have completed both requirements of Step 4, please click Next.

CGl Advantage

. Privacy Report | ContactUs
,&M%@u " . . o
& 2 Step 4: Additional Business Information Save and Close || Cancel Registration | Back | Next
. .
SLop1o®
Attachments
Welcome,
Click the "Add" button to add supporting documents and files to your vendor account. This information is optional.

MINew Account Info.

Add

MMy Business Info.
Al Addresses & Contacts
[ Aditional Business File Name Date User ID Attachment Type Description
Information Eorm W-9 Rev October 2018.0df Standard Form W-g Delete
O Registration Summary
Commodities

@ approprits commodities for your organization. This information is optional

‘Select the commaodity codes/elasses that describe goods and senvices that your organization provides. Click the "Add” bution to identiy th

Add
Commodity/Service Code Commodity Description
0564 Planning, Urban (Gommunity, Regional, Area wide, and State) Delete
91827 Community Development Consulting Delete
95012 Grants, Community Service Projects, DG Delete
85013 Grants, Community Senvice Programs Delete
5281 Slum/Community Redevelopment Services Delete

Save and Close Cancel Registration | Back Next

s
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Registration Summary

Please review the Registration Summary to ensure the information entered in correct. If the information is correct, you can click Submit
Registration. However, if any of the information in the Registration Summary is incorrect, it can be updated prior to the registration being
submitted. Each section is provided with an Update Information hyperlink. By clicking the hyperlink, you will be redirected to the section in which

the change needs to be made.

CGl Advantage

SEACH
% )
3

=
=
.
LIGRIve:
Welcome,

B New Account Info.
my Business Info.
Wl Addresses & Contacts.

B Additional Business
Information

ORegistration Summary

PBC Purchasing || PBC OEBO || PBC Vendor Directory

Privacy Report | Contact Us

Registration Summary

The SUMMARY below is based on the information you entered. If changes are needed, please select the Update Information link. This will navigate you back to the appropriate screen for you to make your change.

= Location Verification
Verify My Locations by : Use My TIN Number

Save and Close

Cancel Registration | Back Submit Registration

Print This Page

Vendor Verification Based on : Please verify that you are part of this crganization by entering the TIN number of your Headquarters and hitfing submit. If you are unsure of the TIN number, please contact the Account Administrator for your Headguarters.

+ Organization Information

Organization Type :
1099 Classification :
Location Name :
Location Web Address :
Number of Employees :
Annual Income :
Healthcare Provider :

+ Legal Name Informa

Legal Name :
Business Name (Alias/ DBA) :
Name Control :

w 1099 TIN Information
Taxpayer ID
Number :
Taxpayer ID Number
Type:

+ Legal (1099) Address Information

Street1:
City :

Foreign Tax ID :
National Provider ID :

Assigning Authority :
CAGE Code : .
GIIN: Click Update
W-8 Form : Q
DUNS : Information to make

Extended DUNS :

Internet Catalog :

Preferred Ordering Method :
Pcard Acceptance Level :

First Name :
Middle Name =
Last Name :

Detailed TIN Type :
1099 Reportable : Yes

State/Province :
Zip/Postal Code :

28

Name on Check :

any necessary changes

if needed.

Update Information

Update Information

Update Information

Update Information

Update Information



Registration Summary

B New Account Info.
MMy Business Info.
Bl Addresses & Contacts.

B additional Business
Information

ORegistration Summary

Privacy Report | ContactUs

w Executive Compensation

Officer Name 1 : Officer Compensation 1 :
Officer Name 2 : Officer Compensation 2 =
Officer Name 3 : Officer Compensation 3 :
Officer Name 4 : Officer Compensation 4 =
Officer Name 5 : Officer Compensation 5 :

= Administrative Address
Address Information

Street1: Country :
Street 2: County =
City : Phone :
State/Province : Phone Extension :
Zip/Postal Code : Additional Am?rr:;.r:
Division/Department : :
DUNS:
Extended DUNS :
CAGE Code :
Contact Information
Principal Contact : Fax Extension :
Title/Role : Alternate Fax :
Permissions : Alternate Fax
Authorized Representative : Extension :
Email : ¢
Phone : Correspondence |
Phone Extension : P .
Alternate Phone : e
Alternate Phone English Spoken :
Extension :
Fax:

29

Click Update
Information to make

any necessary changes
if needed.

Update Information

Update Information



Registration Summary

Privacy Report | Contact Us

¥ Ordering Address
Address Information

Street 1:! Country :
Street 2::
Welcome, City ' Phone :
State/Province : | Phone Extension :
B New Account Info. Zip/Postal Code :- Additional Address
By Business Info. ion/Department : Info :
DUNS :
B Addresses & Contacts Extended DUNS :
M additional Business CAGE Code :
Information

ClRegistration Summary Contact Information

Principal Contact : Fax Extension :
Title/Rola Alternate Fax :
Permissi Alternate Fax

Extension :

Authorized Representative :

Email :
Phone ¢ d

Phone Extension : orrespunTenct?

Alternate Phone : English § :pe:

Alternate Phone nalish Spoken :

Extension :
Fax : .
Click Update Update Information
Information to make
< Payment Address any necessary Changes
Address Information if needed

Street 1 Country :

Street 2 County :

City Phone :

State/Province | Phone Extension :

Zip/Postal Code | Additional Adl‘:;?,;s.

on/Department : .
DUNS .
Extended DUNS :
CAGE Code :

Contact Information

Principal Contact : Fax Extension :
Title/Role : Alternate Fax :
Permissions : Alternate Fax
Extension :

Authorized Representative :

Email :
oo Correspondence
Phone Extension : P g
Alternate Phone : Type:
Alternate Phone English Spoken :
Extension :
Fax:

Update Information

30



Registration Summary

BC Vendor Directory )

Privacy Report | ContactUs

b Billing Address
Address Information

Street 1:! Country : |
Street2::
City :' Phone : !
State/Province : | Phone Extension :
ZipiPostal Code : . Additional Address
P Info :
My Business Info_ Division/Department :
I DUNS:
Addresses & Contacts Extended DUNS :
M Additional Business CAGE Code :
Information
Contact Information
O Registration Summary
Principal Contact : Fax Extension :
Title/Role : Alternate Fax :
Permissi Alternate Fax
Authorized Representative : Em"‘r’m" :
Email : ¢
Phone : Cormrespondence |
Phone Extension : P .
Alternate Phone : Tvpe:
X English Spoken :
Alternate Phone nglish Spoken
Extension :
Fax:
Update Information
User ID
= Attachments Click Update
File Name Date User ID Attachment Type Description . k
Eorm -8 Rev October 2018.0df 430113 CDBGCansult Standard Form w-3 Information to make _
any necessary changes P Update Information
if needed.
w Commodities
vice Code Ci
90664 Planning, Urban (Community, Regional, Area wide, and State)
91827 ‘Community Development Consulfing
95012 Grants, Community Service Projects, IDC
85012 Grants, Community Service Programs
95281 Slum/Gommunity Redevelopment Services

Update Information

Save and Close | Cancel Registration | Back | Submit Registration |

Click Submit Registration once you
have reviewed the Registration

Summary to ensure ALL of the
information provided is correct.
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VSS Disclaimer

Please read the Disclaimer in its entirety. If you are in agreement with the Disclaimer, please click OK.

Message from webpage 29

-

'6' I hereby certify under penalty of perjury as follows thatIam a duly

W appointed, qualified and acting officer; that the within claim is in all

- respects true, correct, and in accordance with law; that the services
menticned herein were actually rendered and supplies delivered to the
state agency in accordance with the contract and law: that
authorizations for purchases have been duly obtained wherever
required and that amounts claimed and articles delivered comply
therewith; that the armncunts of any refunds to claimants indicated
herein were received from such claimants by the herein named agency
in excess of that legally due it under the law, or are otherwise lawfully
due such claimants.

Ok ] ’ Cancel
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Congratulations
You have completed the registration process. Your Vendor Code has now been assigned to you. Please print this page for your records. You may
also download and print the Substitute W-9 Certification Form and/or the Vendor Registration Application for your records.

PLEASE NOTE: You are NOT an Active Vendor with Palm Beach County...yet. Vendor Self-Service Staff will now review and process the information
provided on the Vendor Application. If during the review process a discrepancy is found and/or additional information is needed, Vendor Self-
Service Staff will contact you to correct the discrepancy and/or request the additional information needed.

CGI Advantage

Privacy Report | Contact Us

Thank You!

Congratulations, you have completed the registration process. You may login to W35 using the User ID and Password you created. **ATTN VENDORS™ THE .PDF WVERSION OF YOUR
REGISTRATION 1S AVAILABLE. YOU MUST PRINT A COPY TO SUBMIT VIA EMAIL AT THIS TIME

Your Vendor Code is: V300000
*Please save your Vendor Code for future reference

Welcome,

Password Reset Print This Page

You must submit the following to Purchasing via email to PBCVendor@phcgov.org before your registration will be approved: \W-0 (signed), 'W-8 (If applicable, see welcome page for Foreign
Wendors), and Vendor Registration Application”

For
Download Substitute W-9 Certification Form
Click the link above to print the Substitute W-9 Certification form. Sign the form and mail or fax it to the address or fax number indicated on the form.

Vendor Reqistration 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 VS5 account to view andfor update your account information. Click here to login.
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E-MAIL CONFIRMATION: VENDOR REGISTRATION HAS BEEN RECEIVED

PBCVendor@pbcgov.org

ADVMAIL: YOUR REQUEST FOR VENDOR SELF SERVICE (V55) REGISTRATION HAS BEEN RECEIVED
To

OWE removed extra line breaks from this message.

Vendor Contact Name:

Congratulations, you have successfully submitted a request for registration in Palm Beach County (PBC) Vendor Self
Service (VSS).

Here are some details about your Vendor Self Service (VSS) account:

Your User ID (case sensitive) is: User ID Created by Vendor
Your Legal Business Name is: Legal Business Name as Entered During Registration

Your Vendor Number is: VS0000000000 - Vendor Number is Assigned by VSS

If you have questions, please contact Palm Beach County Purchasing Department at PBCVendor@pbcgov.org.
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E-MAIL CONFIMATION: REGISTRATION APPROVED

Once Vendor Self-Service Staff have approved your Vendor Registration Application, you will receive the notification email below. You are now an
ACTIVE Vendor with Palm Beach County.

PBCVendor@pbcgov.org
WELCOME TO PALM BEACH COUNTY (PBC) VENDOR SELF SERVICE (VSS) Email to Vendor

To

0 We rernoved extra line breaks from this message.

Vendor Contact Name:
Congratulations, you are now a certified user of Palm Beach County (PBC) Vendor Self Service (VSS).

Here are some details about your Vendor Self Service (VSS) account:

Your User ID (case sensitive) is: User ID Created by Vendor

Your Headquarter Account Legal Name is: Legal Name of Business

Your Headquarters Account Code is: V50000000000 - Account Code Assigned by VSS
Your Vendor/Customer is: YS0000000000 - Vendor/Customer Code Assigned by VSS

Your Location Name is: No Location Name should be listed.

If you have questions, please contact Palm Beach County Purchasing Department at PBCVendor@pbcgov.org.
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Small/Minority/Women Business Enterprise (5/M/WBE) Vendors
Vendors who are seeking Palm Beach County’s Office of Equal Business Opportunity’s S/M/WBE Certification can click on the link provided in their
newly created Vendor Account to begin the certification process.

The S/M/WBE Certification process is a separate process from Vendor Registration. All questions regarding this certification should be directed to
Palm Beach County’s Office of Equal Business Opportunity at 561.616.6840.

CGI Advantage

Home | Help I Accessible Help | Site Map | Privacy Report I Logout

Account Information Financial Trangactions Business Opportunities Solicitation Responses

Summary Business Info ] Addresses & Contacts | Users | Commodities | Attachments | W-8 Forms

Welcome,

Account Summary

This page displays a summary of your account information. If you have any questions please contact your Primary Account Adminisfrator or submit a quesfion using the "Help" link at the fop of this page.
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CONGRATULATIONS

You have completed the Vendor Registration process. For
further assistance on how to maintain your VSS, please check
out Vendor Self-Service Account Maintenance manual. In this
manual you will learn how to View/Modify Account Information
and View Financial Transactions.

If you are looking for current, open solicitations, please go
back to the Vendor Self-Service login page and click on Public
Access. You will be redirected to all open solicitations for Palm
Beach County. If you are having trouble finding a solicitation,
check out our tutorial video “Navigating Solicitations in VSS”
on the homepage.

If you have any further questions regarding your newly created
vendor account, you may direct them to our Vendor Self-
Service Staff at:

e Via phone: 561.616.6800
e Via e-mail: PBCVendor@pbcgov.org

Thank you for becoming a registered vendor with Palm Beach
County. We look forward to doing business with you.
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