Activate VSS Account

How to Activate VSS Account: https://emars311.ky.gov

1. Click the Register Button on the left side of the page

Kerttuckyy

Welcome to Kentuck

The Kentucky Vendor Self Service (VSS) system allows you, as a payeesig
items, and much more.

This site is best viewed with Pop-Up blocker disabled and the suggested wi
IPad with iOS 6.1 and 7.1. If you heed assistance, please contact the Custd

877-973-HELP (4357).

+ View Sclicitations The Help Desk is open Monday through Friday from 8:00 a.m. until 5:00 p.q]
+ View Catalog ltems

o [ |

Announcements

01112018
FrEs il I:I Make sure your address and contact informaticn is correctlll Happy New Yearlll
- 01/11/2018
Login P d Reset
| passuora rese Make sure your address and contact information is correctill
+ Account Maintenance View All Announcements

» Respond to Solicitations
+ View Financial Information

Register 1

+ Create New Acu@

+ Activate Vendor Account
+ Add Location to Existing Account

2. Read the Registration Agreement and click Accept Terms

Kerttuckiy o

entucky.gov. Open Door  One Stop Business ~Kentucky Procurement Technical Center (P]]

Contact Us

Registration Agreement

You must accept the terms of this Registration Agreement in order to register as a vendor with VSS. f you choose not to accept
these terms you will be returned to the HomePage for Guests.

Welcome, New By submitting this electronic vendor regisiration, you cerlify under penaliies of perjury thal the taxpayer identification number and
legal name provided are accurate. You also certify that you are duly authorized by the Vendor to: (i) register the Vendor: (i) file,
on behalf of the Vendor, all of the information requested in this registration process: and (iil) enter inta this Agresment on behalf
«of the Vendor. By submitting this electronic vendor registration, you hereby agree on behalf of the Vendor and for the benefit of
«each agency and public body that
1. The Vendor shall use VSS vendor registration update functionality o update the Vendor's regisiration information whenever
necessary to ensure that the registration information remains accurate and complete at all times.

2. The Vendor hereby warrants that the information provided by the Vendor through the VSS registration and VSS registration
update functionality shall at all times be accurate, complete and current. The Vendor further warrants that each agency and
public body shall be enlifled at all times to rely conclusively on the curency, accuracy and compleleness of the information the
‘Vendor has provided through the VSS regi: tion and VS5 update ity as of that date even if different
information is or has been available to or received by agency or public body personnel through means other than the VS5

and registrafion update

3. The Vendor agrees to use an electronic signature in order to faciltate slectronic transactions with state govermment. The use
of an electronic signature is stipulated under KRS 365.101-369.120. There Is only one password code given out per vendor and
it must be under the sole control of the person using it. This code is used to submit solicitation responses. It is the vendor's
responsibility fo safeguard the password codes to ensure that the person it is being given to has the authority to enter into a
contract with the Commonuvealth of Kentucky and/or to make changes to the vendor's record. The password code must not be
shared amongst users. The vendor is hereby nofified that any electronic solicitation responses or electronic requests to change
the vendor's records are legally binding, if authorized using their password code.

This Agreement shall remain in effect for as long as the Vendor is registered as a V'SS vendor. Allrights are reserved fo cancel
the Vendor's registration at any time. In the event the Vendors registration is cancelled, the Vendor shall remain bound to this
Agreement in regard to completion of any contract, purchase order or other electronic procurement transaction that was made or
administered in whole or in part using VSS

AcceptTerms | Reject Terms
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3. Click Next on the Registration Tips Page

Kertuckiyz—
iy et e . eProcurement Kentucky.gov Open Door One Stop Business Kentucky Procurement Technical Assistance Center (P
Contact Us

Registration Tips

Back Mext |

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

Welcome, New Aszzemble the follewing infermation before continuing:
+ Information on each location (first location entered will be considered the Headquarters)
+ Tax ID Mumber
* Legal Business name
+ DUNS Number (NOT REQUIRED)
= A free number issued by Dun & Bradsireet for each business location
= Call toll free at 888-5314-1435 o obtainiverify your number
= |Indicate that you are doing business with a Government entity
+ Contact Information {name, address, email, phone and fax)
= Account Administrator (person responsible for your account)
= Ordering
= Payment
+ Descriptions of your products and senvices (the Commonwealth uses the NIGP Commodity Codes. A listing of these can be found on the eProcurement ky.gov
home webpage under Doing Business with the Commonwealth)

4. On the Search for an Existing Account page, you can EITHER the Federal Tax ID # or the Legal Business
Name (Company Search) OR the Last Name and Last 4 #s of the SSN (Individual Search), click Search

THE BEST WAY TO LOCATE YOUR ACCOUNT IS USING YOUR TAX IDENTIFICATION NUMBER (EIN/SSN)

Py ey
s,
Ke”ru‘:ky gov OpenDoor One Stop Busi nt Technical Assi: Center (PT

AN D ST £

Contact Us

Search for an Existing Account o mgsion | |5 |

To activate your account you must have a vender 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 opfions below to determine if you already have a vendor code.

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

Taxpayer Identification Number | OR  Legal Business Name |

Search

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 Number.

OR

Last Name | AND  Last4 digits of SSN |

Search
e | o |

&

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

* A i i will be di: at the top of the page.
* You must correct the errors indicated before continuing to the next step.
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Example Company Search:

If you are a Company registering with a employer identification number(EIN), search for your account using
your federal tax identification number(with no dashes “-“).

Welcome, New

Py e
({200 {7

eProcurement Kentucky.gov Open Door One Stop Business
Contact Us

Search for an Existing Account

Kentucky Procurement Technical Assistance Center)

Cancel Registration Back

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.

¥ Company Search

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

Taxpayer Identification Number |987654321 OR  Legal Business Name

Search l

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 Number.

Last Name AND Last 4 digits of SSN
Search |

Cancel Registration Back
& .

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.

Rerrtuckiy™

Welcome, New

Kentucky.gov Open Door One Stop Business  Kentucky
Contact Us

Search for an Existing Account/Results Found

Technical Assistancs

o || oo |

To scivate your sccount you must heve  vendor code. This page will help you determine whether or nat you have ane. Vou will nat be sble to creste s new code if ane siresdy exists, if the sccount exists it will be designated ss 3 company or individusl based on the information you previously provided
Plesse select one of the sesrch options below to determing if you sirasdy have & vendor oo
¥ Company Search

To see if you have & vendor code and have an Employer Identification Number (EIN) on file, first sesrch by TIN:
Taxpayer Identification Number (957654321 OR  Legal Business Name
Search

= Individual Search

Tosesifyou cade snd h

OR

ity Number (SSN) on file enter your Last Name snd last four digits of your Socisl Security Number.

Last Name AMD  Last 4 digits of SSN
Search

The ing exists for the

you entered:

Vendor Number Legal Business Name  Alias/DBA Name  Activated?

KY0009180 The Courier-Journal Inc No Click here to activate your account

Has your account been found and listed above?
Yes, but it is already regi

Click the "Contact your Administrator” link to determine who you need to contact for access.
Yes, but it is not yet

Click the "Click here to activate your account” link to begin the process for activating your account.
= Click the "Add Business Location" link fo add your business location.
Yes, but the registration is already in progress ————— Click the "Click to continue registration” link to login and continue activating your account.

‘Yes, but not my business location

No, register now. ———* Click the "New Registration" button to create a vendor code and account. New Registration

Cancsl Ropistration | Back
Additional Resources & Information:
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Example Individual Search:

If you are an Individual registering with your social security number, search for your account using your Last
Name and the last 4 digits of your SSN.

eProcurement Kentucky.gov Open Door One Stop Business Kentucky P
Contact Us

Search for an Existing Account

t Technical A Cen

cancel Regiatration | Back

To ectivate your account you must heve s vendar coce. This page will help you determine whathar or nat you heve one. You will not be shie to creste s new code if one slresdy exists. If the acoount exists it will be dasignated ss & company or indivicusl
based on the information you previcusly provided. Flease select ane of the ssarch options below to determine if you slready have s vandor code

w Company Search

Welcome, New T se= if you have & vendor code and have an Employer dentification Mumber (EIN) on file, first search by TIN:

Taxpayer Identification Number OR  Legal Business Name
Search

OR
= Individual Search

To see i you have s vendar cade and have = Socisl Security Number (SSN) on fle enter your Last Mame and last four digits of your Secisl Security Number.

Last Name |jOnes AND  Last 4 digits of 55N | 1234

search, |

Cancel Raglatration Back
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 di at the top of the page-
= You must correct the errors indicated before continuing to the next step.

eProcurement Kentucky.gov Open Door  One $top Business
Contact Us

Search for an Existing Account/Results Found

Kentucky P it Technical A

g | e |

To sciivate your account you must have = vendar code. This page will help you determine whether or not you have one. You will not be sble to creste a new code if one slready exists. If the scoount exists it will be designsted as a company or individusl
basad on the information you previously provided. Flease select one of the Search apticns below to determine if you alresdy have a vandor code.

= Company Search

Welcome, New Te see if you have & vendor code and have an Employer Identification Number (EIN) on file, first s=arch by TIN:

Taxpayer Identification Number OR  Legal Business Name
Search

OR
= Individual Search

To se= if you have 2 vendor cads and have  Sadisl Security Number [SSN) on fle enter your Last Name and last four digits of your Secial Security Number.

Last Name [*jOnes™ AND  Last 4 digits of S5N | 1234
Search

The following exists for the information you entered:

Vendor Number Legal Business Name Alias/DBA Name Activated?
KY 0000608 CHARLES S JONES

Na Click here to activate your account
Has your account been found and listed above?
Yes, but it is already registered —————————* Click the "Contact your Admini or” link to

who you need to contact for access.
—————  Click the "Click here to activate your account” link to begin the process for activating your account

—————— Click the "Add Business Location” link to add your business location.
Yes, but the registration is already in progress = Click the "Click to continue registration” link to login and continue activating your account.

Yes, but it is not yet registered

Yes, but not my business location

No, register now. ————® Click the "New Registration" button to create a vendor code and account. New Registration

- cancsl Reglafration ﬂl
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Activate VSS Account

5. View the search results. Follow the instruction according to the answer to the question, “Has your
account been found and listed above?”

e [f you are registered but not Activated, click on “Click here to activate your account” link (continued
on next page).

e If your organization is not listed, click on the New Registration button. (see KY Vendor Self
Service(VSS) Registration Guide for assistance)

e [f you are already registered and activated, contact your account administrator to create an
account user ID for you. If that person is no longer with your company, contact the Finance
Customer Resource Center (CRC) by email at Finance.CRCGroup@ky.gov or phone 502-564-9641 or
toll-free 877-973-HELP (4357) to assist with updating your account.

e [f your account is registered but it is not your business location, click “Add Business Location” and
follow the steps to complete this process.

e If your registration is in progress, click on “Click to Continue Registration”

Rerrtudkg ™ S

Welcome, New

Contact Us

Search for an Existing Account/Results Found

To activate your account you must have a vendor code. This page will help you determine whether or not you have ane. You will not be able to create 3 new code if one already exists. If the account exists it will be designated as 3 company or in
the search opfions below to determine i you already have a vendor code.

w Company Search
To se= if you have 2 vendor code and have an Employer Identification Number (EIN) on file, first search by TIN:

Taxpayer ldentification Number |123456789 OR  Legal Business Name
Search

= Individual Search

OR

To s if you have 3 vendor code and have a Social Security Number {S5M) on file enter your Last Name and |ast four digits of your Social Security Mumber.

Last Name AND  Last 4 digits of 3N
Search

VSS account
already activated
The following exists for the information you entered:

Vendor Number Legal Business Name Alias/DBA Name hcﬁvV_—/
Contact your Administrator

K¥0004082 K VENDOR Yes Add Business Location
KY0011841 Fawn Vendors Federal Machine Mo Click here to activate your account

Has your account been found and listed above?

Yes, but it is already registered —  » Click the "Contact your Administrator” link to determine who you need to contact for access.
Yes, but it is not yet registered ———— Click the "Click here to activate your account” link to begin the p for activating your

Yes, but not my business location ——® Click the "Add Business Location" link to add your business location.

Yes, but the registration iz already in prog #* Click the "Click to continue registration” link to login and ivating your

No, register now. ———— Click the "New Registration" button to create a vendor code and account. New Registration
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6. For the Vendor Verification Password type in your EIN, for a company, or

your SSN, for an individual (this will not include any dashes, only 9 digits).
7. Click Submit

e i%)—f_a
K u,,,.,,,!,_!ﬁ.(__% eProurement Kentucky.gov OpenDoor One Stop Business Kentucky Technigal Assistance Center (i

Contact Us

Account Verification. comnegaton | s | et |

Plesse verify that you are part of this organization by entering the TIN number of your Hesdguarters and hitting submit. If you sre unsure of the TIN number, please contact the Account Administrator for your Headquarters.

Welcome, New ’—‘
Vendor Verification Password - Submitt Return fo Vendor Name Search

Flease email o fax a request for assistance

with your pazsword on officisl company letierhesd

and aigned by an authorized representative fo the

Customer Resource Ganter at Finance. CREGoUp@Ay.gov or (50215645318 fax)

Headquarters :

Account Administrator  Passwords are st by your Account Administrator. f you don't know the password. see the contact information below.

Principal Contact :
Email -

Phone -

Additional Resources & Information:

| o2 ] ]

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.

8. On the My User Information page, complete the required fields(identified with a red asterisk *). Then
click Next.

Kerttuckiy ™

N eProcurement Kentucky gov Open Door One Stop Business  Kentucky Procurement Technical Assistanc:
Contact Us

My User Information monsepntn | o || |

Create your user |D here. You will be assigned the role of Primary Aecount Administrator. Please se= the Freguently Asked Questions for additional details about the Primary Account
Administrator role.

Welcome, New .
= General Information

O user Information

*User ID (case sensitive) :
O Verify and Submit

[
Mg (010 s be b 2 and 13 chracters n g PLEASE NOTE: User IDs cannot be changed, but

wrawme:[ | additional users can be added to vendor records.

. It is not recommended to use personal names as
S user IDs for company records.
*Phnne:‘ ‘ Ext :| ‘
s eib ey
JOCNORH-X0000

YOU WILL NEED THIS INFORMATION
TO LOGIN SO PLEASE KEEP THIS IN
*Password (case sensitive) l:l (Passwords should be betwsen 2 and 18 characters in length | A SAFE AND SECURE PLACE.

*Security Question | v

T

* Indicates 3 requirad field

~w Password

BOTH USER ID AND PASSWORD ARE
CASE SENSITIVE.

Additional Resources & Information:

GancotRegictrabon | | mask || mext
As you complete each step and move to the next step, the system will check for errors

IF there are errors:

+ A nofification message will be displayed at the top of the page.
- Youmust carrect the errors indicated before continuing to the next step.
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9. You will get several informational messages. Click Submit Registration to complete the activation of
your account.

S
K NS RIDLED SP[R’Ty eProcurement KEI'I[I.ICK!.} ov D|!9ﬂ Door One StO" Business Kenluck]g Procurement Technical Assistance Center]
Contact Us

You have 5 messages

1: Information - User access privileges have been changed to Account Administrator. (A5439)

2: Information : User Optional access privileges is updated with Tax inquiry vendor role.

3. Information : User Optional access privileges is updated with Create Invoice User role.

4: Information : User Optional access privileges is updated with Create Solicitation Response User role.
Welcome, New 5 Information - User Optional access privileges is updated with Submit Response User role

View All Details |
M User Information
O verify and Submit Verify & Submit Registration jistrati
Registration. Ty 9 ot reisenin | | s

Click the 'Submit Registration” bution fo complete your registration. You may review your regisiration prior to submitting it by clicking on the 'Back’ button or
navigating through the registration pages on the left menu

Submit Registration I

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.

10. On the Thank You! page, you will need to close and go back to the Login page to view your account.

https://emars311.ky.gov

==
ququx_eo sP}Rrry eProcurement Kentucky.gov Open Door One Stop Business Kentucky Prog
Contact Us

Thank You!

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

Welcome, New
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11. From the Login page, enter your User ID and Password and click Login to access your account. Here you
can view the information on your Kentucky vendor record.

Kerttucrkty™

Guest Access |

+ View Solicitations
+ View Catalog ltems

usero ||
password ||

Login | el

+ Account Mainte
+ Respond to Solicitations
+ View Financial Information

Register

+ Create Mew Account
+ Activate Vendor Account
+ Add Location to Existing Account

The Kentucky Vendor Self Service (VSS) system allows you, as a payee/rg

items, and much more.

This sife is best viewed with Pop-Up blocker disabled and the suggested wy
iPad with iOS 6.1 and 7. 1. If you need assistance, please contact the Custd

877-973-HELP (4357).

The Help Desk is open Monday through Friday from 8:00 a.m. untif 5:00 p.1]

Announcements

Welcome to Kentuck

Ouick Links:

Doing Business with the Commonwealth

VSS Account Maintenance Guide

SAS-63 Authorization for Electronic Deposit of Vendor Payment
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https://finance.ky.gov/services/eprocurement/Pages/doingbusiness.aspx
https://finance.ky.gov/services/statewideacct/Customer%20Resource%20Center/Vendors/VSS%20Account%20Maintenance.pdf
https://finance.ky.gov/services/statewideacct/Customer%20Resource%20Center/Vendors/SAS-63.pdf

