City of Greenville Vendor
Registration Guide
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Welcome!

Thank you for taking the opportunity to register your firm as an official City of Greenville vendor! Included in
this guide are step by step instructions to assist you in registering for our online vendor portal, Vendor Self
Service (VSS). As a registered vendor, you will enjoy the benefit of 24 hours a day, 7 days a week access to your
existing vendor information including:

e 1099 Data
e Purchase Orders
e Invoicing/Payment Information

Whether you are currently an active vendor (existing vendor) with the City or a vendor registering for the first
time, VSS will be your one stop shop for tracking business with the City.

Find your VENDOR ID on the PDF copy of your check when receiving electronic payment notifications.
Before getting started:

e Create an electronic file of each document required for registration to add to your profile. All
registrants are required to include a copy of your W-9 (Request for Taxpayer Identification Number
and Certification). Locate a copy of the W-9 form online at https.//www.irs.qov/pub/irs-pdf/fw9.pdf

e Scan a copy of a voided check or a document from your banking institution listing your routing and

bank account number.
e All MWBE vendors create an electronic file of your certification documentation.



New Vendor Registration Guide
Ready to begin:

1. Visit the City of Greenville VENDOR SELF-SERVICE Home page.
https://selfservice.greenvillenc.gov/vss

2. Select LOG IN/REGISTER.

Welcome to Vendor Self Service

Home

Vandor Salf Service Lesg in or register as a user to begin using Vendar Self Service
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3. If no account, select “Sign-Up” at the bottom of the screen.

Don't have an account? Sign up

@)

=

Sign in to community access services.

Sign in with Google
Sign in with Apple
Sign in with Microsoft

Sign in with Facebook

DuAQ

OR

Email address

Password

[] Remember me

Forgot password? Unlock account? Help

Don't have an account? Sign ups




4. Example of Signing Up a New Vendor Account

a.
b.

C.

Fill out the fields below, your email address.

Fill out the username, password (make sure you meet the criteria and write the password down
because you will need it later).

Fill out the First Name and the Last Name

Click “Sign Up” Button

@

S

Create an account

Username
visualcc@embargmail.com /
TITIETITRITYTL] k Password

password criteria

«—

S §% S K

First name

Peggy e é—
Last name
WootenTest H

Click Sign Up Button
when you fill out all
information above

Back to sign in



5. After you Click Sign Up, you will receive this message.

g
9

Verification email sent

To finish signing in, check your email

Back to sign in

6. You will receive an email to “Activate Account.”
a. We cannot “Activate” the user account, this information is sent to the email address that you
used as the username.
b. If you do not receive the email, check your Spam, Deleted, or Junk Mail.

Welcome to your Community Access account October 11, 2021 8:23 AM
From: \ Community Access ldentity |
To: | visualce |
Hi PeggyTest,

Welcome to your Community Access accounf!

Your town uses Community Access using Tyler Technologies and Ckta to
manage access to town applications.

This means you can conveniently access all applications your town has to
offer, as well as applications in other fowns that are also using Tyler
Technologies software.

Learn more about Community Access.

To werify your email address and activate your account,
please click the following link:

Activate account /




7. After you “Activate” your account, go back to: https://selfservice.greenvillenc.gov/vss/.

a. Click Home
b. Click Vendor Self Service
c. Click Log in/Register

< C {t @& selfservicegreenvillenc.gov/vss/Vendors/default.aspx

= Apps

Welcome to Vendor Self Service
Home

Vendor Self Service

Log in or register as a user to begin using Vendor Self Service

Ciog o/ e gl

8. When your account is activated, it will take you to your profile screen and at this point you can
change your password or (we will email the username and password that we initially setup for

you).

Facebook.

a. You must choose which Account you want to use to sign in: Google, Apple, Microsoft or

@)

=

Sign in with Google
Sign in with Apple
Sign in with Microsoft

Sign in with Facebook

DUA

OR

Email address

visualcc@embargmail. com

Password

Sign in to community access services.

o)




Once logged in you can finish registering as a Vendor - click CREATE NEW VENDOR.

Welcome to Vendor Self Service

Home
Vendor Self Service

A

No vendor information is linked to your account.
In order to fully use Vendor Self Service, please either
register a new vendor or link to an existing vendor.

[t ow vt [N it g

#

10. A New Vendor Screen will appear, fill out information as requested. (County & Geographic are for NC

Vendors only.) Click Continue when completed.

New Vendor Registration

°Your User ID and password have been successfully set. Please continue with the registration process. e

Enter Vendor Registration Information

Help
Company Information Vendor Address
Company Name* Address®
Line 2 [OPTIONAL) Line 2 [OPTIONAL)
Line 3 (OPTIONAL) Line 3 [OPTIONAL)
Line 4 (QPTIONAL) Line 4 (OPTIONAL)
Deing business as (f different from above) City * State *
N/A hd

Vendor Type .

Zip Code * County
[ Foreign Entity .
) Send Accounts Payable checks to the above address

Counts Geographic
[ Send Purchase Orders to the above address o 9rap
E-mail * Select Type... v

Fax Number

Website

Minority Business Enterprise
DUNS ) Minority Business Enterprise

Minority Business Enterprise Classifications

(select all that apply)

California Permit Number

For MWBE firms: Additional steps are required. All other firms skip MWBE information and complete the

remaining fields on this page.




11. If a Minority Business please select each classification that applies to your business. (See Red
Arrows) If you meet one of the classifications but do NOT have a third party certification (ie. NC
Office for Historically Underutilized Businesses, NC Department of Transportation, etc.), please
select “Self Certification” in addition to the other classifications selected.

a. For each classification, select MANAGE to add detail certification information. (see Black errows)

Minority Business Enterprise

Minority Business Enterprise

Minority Business Enterprise Classifications
(z2lect all that apply)

» ¥l African American manage d—

American Indian
Asian American
Disabled
Disadvantaged Business Enterpi
) ¢ Famale (Non-Minority) 0 certifications manage fp—
) ¢ General 0 certifications manage PR
Hispanic or Latino
Othe
) ¥ ceif Certified 0 certifications manage dfpum—

Sociceconomically Disadvantage

*Gender *Ethnicity
Select Type.. ¥ Select Type.. A
Select Type...
UNSPECIFIED
Pavment Terms AMERICAM INDIAMN/ALASKS MNATIVE
¥ ASIAN AMERICAN
AFRICAN AMERICAN
Your preferred payables delivery method(s). HISPANIC
Omail 7 E-Mail CAUCASIAN
MATIVE HAWAIIAMN/OTHER PACIFIC

Your preferrad purchasing delivery method(s).

I mail E-Mail



12. On this page, click ADD NEW CERTIFICATE to enter all required information and any notes you desire.
Complete the MANAGE step for each of your classifications. NOTE: You will have the opportunity to upload a
copy of your certification letter at the end of the registration process.

New Vendor Registration
General information

Help

Selected MBE Classification
Serial ID 3

Description African American

Add new certificate

Existing Certificates

There are no certificates associated with this MBE Classification

Certificate Details

Agency *
(300 character
limit)

300 remaining
Issue Date *

Expiration
Date *

Notes
{300 character
lirnit)

300 remaining

T
New Vendor Registration
Manage MBE Classification Certificates
General information

Help

Selected MBE Classification
Serial ID 3

Description African American

Add new certificate

Existing Certificates

There are no certificates associated with this MBE
Classification

Changes Complete Cancel All

10



13. This screen is for entering a different business name, if you do business under another name.
a. Click Add to enter information as requested.

%t Munis Self Service

New Vendor Registration

Home Address information
Vendor Self Service

Registration Addresses

Name/DBA Address Is Default

14. In this section enter the various Contacts within your company. (General, Accounts Payable, Purchasing) The
first entry will automatically populate with your information. Save to continue.

Vendor Information
Contacts Information: Make Changes
Caontact Person

* Contact Type

Select Type... A

GEMERAL - General Contacts
ACCOUNTS PAYABLE - Accounts Payable Contacts
PURCHASING - Purchasing Contacts

Description

* Phone

Text

Coptin

Fax

* E-mail

11



15. Select COMMODITIES that best match your goods or service that apply to your business. The City uses the
NIGP coding system to classify products and services. If you are not certain of the appropriate code, use the

search field to search by keyword. You will receive a confirmation email listing all of the Commodity Codes
selected.

r4 . - c .
*4% Munis Self Service

ﬁ Select Commodities

Select Commeodities

Home

Step 35

Vendor Self Service
Reqgistration Search for your commaodities/services, then select and "Add”. Search again and repeat as necessary. Click "Finished”™ when done.

List all commoedstesfseraces

3 Feund

Select all Code Deseription

Currantly Added

There ar:

16. Once you have added all Commodity Codes that apply, select CONTINUE. Review information that has already
been entered. You will receive an email outlining the Commodity Codes you select.

New Vendor Registration

Home

Review Step 37

Vendor Self Service

Registration Please check that the information below is correct. Make changes if necessary, then click on "Register.”

General Information change

Name/DBA FILLMORE TRUCKING
Entity
1600 PENNSYLVANIA AVENUE
Address WASHINGTON, NC 27836
BEAUFORT COUNTY, USA

Fax Number

FID 56-1224567

Geographic

E-Mail frouse@greenvillenc.gov

Web Site

Vendor Type B BUSINESS

Gender

Ethnicity

Foreign Entity No

Minority Business Enterprise (MBE) Ves

MBE Classification(s) - Afmean american
- Genersl

©2017 Tyler Technologies, Inc.

12



17. Scroll to the bottom of the screen. Attach all required information. All vendors must attach W-9 Form and
bank account information. All MWBE vendors please attach certification documents, if you did not previously
done so. Finally, select REGISTER.

NOTE: You must accept the TERMS and CONDITIONS to complete registration.

Attachments

Attachment Type Description Required Attachments

General Documents are not assigned to a type (0 Attach

| Terms and Conditions Message

ﬁ [J1 have read and accept the terms & conditions.

18. Once you have registered, you will see the confirmation message below. Your registration is complete. You
will also receive an email stating that your registration is complete. You will be notified by the City via email
when your information has been reviewed.

New Vendor Registration
Registration Confirmation

-!/ Registration has been completed. You will be contacted when your information has been reviewed.

You can now:

= Register for commadities/services and/or update your profile.
= Upload attachment documents to your profile.

13



EXISTING Vendor Registration Guide

1.

2.

3.

Visit the City of Greenville VENDOR SELF-SERVICE Home page.
https://selfservice.greenvillenc.gov/vss/vendors/
Select Log in/Register.

Welcome to Vendor Self Service

Vandor Self Service Log in or register a5 a user 1o begin using Vendor Self Service

\ Log in / Register

Wirlcome to City of Greenvilke ¥

48 gives exizting and patential vendor aszess 10 their information crline. Sentrasted Verdars have the abilty ta v

Eisting Vendors will need ther v

Mingeiey smd Worsem Busimass Entarprites Tz City has adephad 3 MWET Plan ta snhance s 2 o salict yeor pamarhip Fatus and 1o Mtach any cemAzations you may skeasy have

Eligille Local Biddars The City hin slia sciopted & local paafimence poiicy. if yonst business is g yeur eegrtiation proceis. Blbase, be aware that inticke city Smits refers 15 the Sity of

If you don’t have an email registered to the vendor account click “Sign Up”. (Preferred brower is Google)

Don't have an account? S_rl.ﬂ_'u_n/

®

Sign in to community access services,

G

O N a

Email addross

Password

Once your email is registered, Select, Link to Existing. (see Below)

14



6.

Welcome to Vendor Self Service

Home

Vendor Self Service

A

Mo vendor information is linked to your account.
In order to fully use Vendor Self Service, please either

register a new vendor or link to an existing vendor. /

Create New Vendor OR Link to Existing

Please enter your VENDOR # (from the City of Greenville) and your FID/SSN to have your vendor information
pre-populate. Then select, Link to Existing.

Link to Existing Vendor

Home
Vendor Self Service q

Enter the information below to search for an existing vendor.

Vendor Number Vendor FID/SSN

EXET —

You should be automatically directed to the Vendor Information Section once your account is linked. In this
section enter the various Contacts within your company. (General, Accounts Payable, Purchasing) The first
entry will automatically populate with your information. Save to continue.

15



Vendor Information
Contacts Information: Make Changes
Contact Person

* Contact Type

Select Type... hd

GEMERAL - General Contacts
ACCOUNTS PAYABLE - Accounts Payable Contacts
PURCHASIMNG - Purchasing Contacts

Description

* Phone

Text
Ooptin

Fax

* E-mail

The next screen will be a “Welcome to Vendor Self-Service” Screen. Select VENDOR INFORMATION to the left. All of
your current vendor information will appear.

NOTE: If you were a registered vendor with the City after July 2015, the system may require you to enter a commodity
before sending you to the “Welcome to Vendor Self Service” screen.

If so, select COMMODITIES that best match the goods or service. Please select all codes that apply for your business.
The City uses the NIGP coding system to classify products and services. If you are not certain of the appropriate code,
use the search field to search by keyword.

7. Select CHANGE beside General Information to update the appropriate fields.

16



€ Munis Self Service

¥ NORTH CAROLINA

Vendor Information

Vendor Self Service General lnformal‘n change ’

P
\ ) . . .
a Vendor Information & There are pending changes to the General Information. Click To View.
Attachments FILLMORE TRUCKING
Entity:
o 1600 PENNSYLVANIA AVENUE
Commadities GeoCode: GO1 - Inside City Limits
WASHINGTON, NC 27889
1099 i
frouse@greenvillenc.gov
SSN: 111-22-3456
Checks
Foreign Entity
Purchase Orders ¥ Minority business enterprise
TariETE Discount Percentage: 0.000

Days to Discount: 0

Days to Net: 0

Gender: Male

Ethnicity: AFRICAN AMERICAN

Bank Information
STATE EMPLOYEES CREDIT UNION

8. If a Minority Business please select each CLASSIFICATION that applies to your business. (See Red Arrows) If
you meet one of the classifications but do NOT have a third party certification (ie. NC Office for Historically
Underutilized Bussinesses, NC Department of Transportation, etc.), please select “Self Certification” in
addition to the other classifications selected.

a. For each classification, select MANAGE to add detail certification information. (see Black errows)

17



Minority Business Enterprise

Minarity Business Enterprise
Minority Business Enterprise Classifications

{select all that appily)

— African Amernican manage fp—

American Indian

Asian American

Dizabled

Disadvantaged Business Enterpr
m— ¥ Female (Non-Minority) 0 certifications manage  «fje———
— ¥ General 0 certifications  manage Pra—

Hispanic or Lating

Oither

) Self Certified 0 certifications  manage efm—

Socipeconomically Disadvantage

“HENCer “Ethmicity
Select Typa.. ™ Select Type.. v
UMSPECIFIED
AMERICAN INDHAN/ALASKA MATIVE
Payment Terms

ASIAMN AMERICAMN
AFRICAN AMERICAN
Your préferred pavables delverny method{s). HISPAMIC
| WA ail E-bAail CALICASAMN
MNATIVE HAWAIIANOTHER PACIFIC

our préferred purchasing delivery methad(s).
I Maail E-Mail

9. On this page, click ADD NEW CERTIFICATE to enter all required information and any notes you desire.
Complete the MANAGE step for each of your classifications. NOTE: You will have the opportunity to upload
a copy of your certification letter at the end of the registration proce

18



Vendor Information - General Information and Terms
Manage MBE Classification Certificates

Selected MBE Classification
Serial ID 3

Description African American

Add new certificate

Existing Certificates

There are no certificates associated with this MBE
Classification

Changes Complete m

10. Select CHANGE beside CONTACTS to ADD additional contacts for PURCHASING and ACCOUNTS PAYABLE
inquires.

™

*¥% Munis Self Service

Resources FILLMORE TRUCKING

) Address Information change
Vendor Self Service

Name/DBA Address Is Dafault

Vendor Information
Contad
Attachments . . .
A, Ther? #ffig changes to the Contact Information. Click To View.

Commodities

Type Mame Title Email Phone Fax
1099 GEMERAL MILLIARD FILLMORE frouse@greenvillenc.gov 2523294462
Checks
Purchase Orders Comithedities
add
Contracts Code Description

Hauling Services

96239 Remove

2018 Tyler Technologies, Inc. Help/Feedback

19



11. Next, select ADD NEW CONTACT.

,
s Munis Self Service
) Resources  FILLMORE TRUCKING

Vendor Information

Vendor Self Service Contacts Information: Make Changes

Address Contacts

Vendor Information . y
Type MName Dascription Email Telephone

Phane: 2523294462

Attachments

xl

GEMERAL MILLIARD FILLMORE

Commodities

1099

Checks
Purchase Orders

Contracts

£2018 Tyler Technologies, Inc. Help/Feedback

12. Select CONTACT TYPE and complete other fields as requested, Save to continue.
**You can select multiple contacts for each type.

a% Munis Self Service

New Vendor Registration

Home
General Vendor Contacts Step 4

Vendor Self Service

Registration Contact Person
GENERAL - General Contacts v
MILLARD FILLMORE
Description President
*Phone 262-354-1254
Text U Optin
Fax
E-Mail

13. All existing vendors have commodity code “99998” if you registered prior to July 2015. Please select ADD
under COMMODITIES to update this information to include the appropriate code(s). Please select all codes
that apply for your business. The City uses the NIGP coding system to classify products and services. If you
are not certain of the appropriate code, use the search field to search by keyword.

20



Munis Self Service

Resources  FILLMORE TRUCKING

Address Infoermatien change

Vendor Self Service
MName/DEA Address Is Default
Vendor Information
Contacts change
Attachments ) ) . )
_E.. There are pending changes to the Contact Information. Click To View.

Commodities

Type Name Title Emall Phaone Fax
1099 GEMERAL MILLIARD FILLMORE frouse@greenvillenc.gov 2523294462
Checks
Purchase Orders Comiyadities
add
Contracts A Description

Hauling Services

Q96239 Remove

©2018 Tyler Technologies, Inc. Help/Feedback

14. On the left hand side of the screen, click ATTACHMENTS to add your files. All vendors must attach W-9 Form
and bank account information. All MWBE vendors please attach certification documents. You must accept
the Terms and Conditions to complete registration at the bottom of the page.

Vendor Self Service

Vendor Information

Attachments

Commodities

1099
Checks
Purchase Orders

Contracts

21



Vendor Information - General Information and Terms
Manage MBE Classification Certificates

Selected MBE Classification
Serial ID 3

Description African American

Add new certificate

Existing Certificates

There are no certificates associated with this MBE
Classification

Changes Complete m

15. You may now LOG OUT at the top right once you have added your attachments. Your updates are complete.
You will receive an email notification once your changes have been accepted.

22



Password Reset Vendor Self-Service

1. Click on link for Forgot Password

©

Sign in to community access services

= - A

E rmail acidiess

= TRER e T |

- .o c .
%% Munis Self Service

Login

User name

Password

Forgot yaur password?

Click on BACK TO LOGIN SCREEN and follow the instructions on the screen to log in.

*5% Munis Self Service

Login

Enter your user name in the textbox below and click
"Retrieve Hint". An email containing your password hint
will be sent to you.

User name

Back to login screen Retrieve hint

23



2.

If the password hint does not help, generate a new password by following the link provided in the email sent.
Click SUBMIT.

w4,

LA Munis Self Service

Password Regeneration

i vour new, temporary password has been generated
Please eians this Beawsar irrs sermerg fhst s

Home

Citizen Salf Senvice

Initiate Password Rogeneration

Vendor Self Service

3. A new email will be sent with a temporary password. Follow link back to the login page, and use your
username and temporary password to reach the change password screen below.

'-:.}. Munis Self Service

Login

Home

Before procesding you must change your password.
Citizen Self Service

New password must be ot least B characters long, contain at
least 1 numeric character, contain at least L non
alphanumeric character and contain at least one uppercase
Vendor Self Service character and one lowercase character.

Cumer ward

rgth  Acceptsble
Confirm new password esssssssees
HNew password hunt the 13th

E=E EER

24



