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Purpose:

To provide step-by-step registration instructions for surplus auction bidders. This guide will
cover only the required fields needed to complete the registration process.

At the end of the register process, the created account will be able to bid on both Surplus
Auction and Goods/Services/Construction Solicitations.

Please Note:

If you or your organization has provided goods or services to City & County of Honolulu in the
past, you may have an existing account in VSS and will be able to skip a majority of the
registration steps.

If this matches your situation, please click on the following link:

« How to Activate Existing Vendor Account Guide at
http://www.honolulu.gov/pur/vsssurplusactivitingyouraccount. pdf

e If you are unsure about your account status, please contact the VSS Help Desk at (808)
768-5535 or bfspurchasing@honolulu.gov

Honolulu Vendor Service Website

1. Please access Honolulu Vendor Self Service’s login screen at:
https://www5.honolulu.gov/webapp/vss/Advantage.

e Please click on the Register button under the Guests column.

Welcome to the Honolulu Vendor Self
Service System

Guests

Registered Users ———
eqister
« Account Maintenance g
. Respond to IFBs or RFPs « Al my comparry

& my location to existing account
. Create Uzer IDfor existing accourt
User Matne :

Pazsword Public Access
Loai . Wiey Posted Solictations
«WiEsy Auvard Motices
Fargot Vour Pasamard? Click Here L Wiewy vendar to vendor salicitation comime
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2. Registration Requirements page.

« Please review the registration requirements and click on the Continue button.

3. Search for your company location page

« To ensure that an account has not been previous registered, please enter your or your
organization’s Legal Name into the Company Name field and click the Search button.

o Example: ABC Company
o Example: Joe Smith

« If you or your organization is NOT listed, please click on the New Registration button to
continue on with the registration process

Search for your company location

Flease enter all or part of your company name and click "Search'to see ifywour location is already registere)

help & advi

Company Mame :||.Joe Smith I

Legal Name | Location Name | Alias/MBA | HQ Account | Activated

Is your company listed 7
Yes, but my Location is not activated * Click Activate Accountfor the account vou wish to
Yesg, | found rmy Headguarters but not my Location » Click Add Locationto create new Location for the

Yes, my Account is activated but | dont know the login * Contact vour Headguarters for assistance.

Mo, Register Mow

BT tew Regisuaion By

Please Note:

If listed, a new registration is not required. Instead please activate your existing account.
Please click on the following link for instructions.

e How to Activate Existing Vendor Account Guide at
http://www.honolulu.gov/pur/vsssurplusactivitingyouraccount.pdf

4. Vendor Self Service Agreement page.

e Please read and review the Honolulu City & County’s Vendor Self Service Agreement.
o After reviewing the terms, please click the Accept Terms button.

City and County of Honolulu
Vendor Self Service
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Entering Your Organization’s Vendor Account Information

There are Nine (9) Steps required to create a new vendor account in VSS.

Please note:

e Red Asterisk (*) indicates required fields
Blue check mark will be next to
the step that you are currently on.

¢ White check means that you have accessed
that step of the registration.

L Step 1: Business Information
Location Werification
Location Informstion and Le
EFT Information
Emall and Croanization Infol
Dizcourt Information

=tep 2 User Information

Step 30 WS Information

=tep 4 Account Administrato
=tep & Ordering Address

=tep B Payment Address
Step T Biling Address

Step 8: Bidding Interests
Step 9 Preview & Submit Rec

Step 1. Business Information

Please enter in the following information
5. Location Verification Section:

o Please select a Verify My Location by:
option from pick list.

6. Location Information and

- wLocation Verification
This section wil be used to establish & password that other locations within yaur

“Warify by Locations by v

Use my Taxpayer D Number
Use my DUNS Murnber
Create my O

Mo Password Reguired

Yendor Verification Based on:

YendorVerification Pagsword

Canfirm Yerification

Legal Name Section:

e Select a Organization type
e Select a Classification
o Enter in Alias/DBA (If applicable)

AND

o Enter First, Middle and Last name
(If Organization type = Individual)
OR
o Enter Company Name
(If Organization type = Company)

wLocation Information and Legal Name
Iease complete this information that wil be used to define your arganization and create your leal name. Values entered
ields, or the Company Name field, will be used to create your Legal Hame,

"Organization Tepe | Individual ¥ ‘Classification: | hdwidual ¥

[Tyour TIN Type s 5N, selact
(hcfiviciual (your TIN Tne 5 EIN
select Company

Legal Name
AliasiDBA: {lohn Srith Auto Sale

First Name : LJohn Lacation Name |
Middle Name: Web Adtress |
Last Name ‘Smith WG Famn v

Catalog DUME

Company Narme ‘

City and County of Honolulu
Vendor Self Service
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Please Note:

If your organization is a LLC, please use Organization type = Company and Classification =
Other.

7. After entering in the required fields for the two sections, please click on the Next > button to
continue to Step 2: User Information.

Step 2: User Information

Please enter in the following information. User ID and Password entered here will be your login
information.

8. User Information Section: wAser nformation
‘User D {johnsmith ‘Password: |eeees
* U.Ser Id Case Sensifive and mist e bebwesn 2 Case Sensitive and must be be
o First Name and 16 charactars in Jength 16 characters in lengh

o Last Name *First Mame : [Jahn ‘Retipe Passunrd |eenee

¢ Email

e« Phone ‘LastName : |Smith ‘Securty Question: | What is your favorite colar?
e Password 'Email johnsith@grail com ‘Security Answer: [eases
e Retype Password .
« . . "Phane : [A05-555- ‘Retyne Security Answer
« Select a “Security Question one: 086555565 —
« Enter Security Answer IS 20820005

o Retype the Security Answer Extension:

Fax:

9. After entering in User information, please click the Next > button to continue on to Step 3:
W-9 Information.

Step 3: W-9 Information

=Add New Taxpayer 1D Numher
Aol & newye Taxpayer ID Mumber by completing the information below.

Please enter in the following

information. Taxpayer D Number : 111222333
10. Add New Taxpayer ID Number No spaces or dashes
Section Taxpayer ID Number Type : | SENATINATIN |+

Legal Mame on -9 |.J0hn Smith

o Taxpayer ID Number :

(Federal Tax ID #) Business Mame {If different from Legal Mame) |

« Taxpayer ID Number Type: Address : |South King Street
(SSN or ElN) ity |Hnnn|u|u

e Address

State | Hawai >

o City, State, Zip Code

ZIP Code : |96813

11. After entering in your W-9 Information, please click on the Next > button to move on to
Step 4: Account Administration Section:

City and County of Honolulu 6 of 10
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Step 4: Account Administration Address

Please enter in all applicable Address Information and Contact Information fields. Required

fields are listed below:

12. Address Information whddress Information

Section
"Sireet 1 : ‘Snuth King Street
o Streetl Street 2. ‘
. State/Province 'City: Honolulu

Fleaze complete the address information below for your Accourt Administrator.

‘Phone ; [A08-555-5555
Fhone Extension
Country | United States

« Zip/Postal Code ‘StatelProvince ;| Hawai

¢ Phone

‘ZipPostal Code : 95797

Additional Address Info. ;

13. Contact Information

Section wlontact Information

Fleaze complete the contact information below for your Account Adminiztrator,

e Principal Contact

'Principal Contact: '
. Phone i |Jnhn smith

‘Fhone ; |305-555-5555

¢ Email

Email [jnhnsmith@gmail.cnm

Correspondence Type | Email

¥

Phone Extensgion ;

Fax:

1

Step 5: Ordering Information

Please Note:

If Payment address is the same as Account Administration, please click on the Account

Administrator check bubble to copy address information.

Step 5: Ordering Address

Flease enter the address where we should send wour purchase arders. An Ordering
reguirad forvendor registration. Ifyou need to add more than on
so under"Account Maintainence” after you complete your recy

deting address,

Copy Address and Contact Information From:

(CVAccount Adrinistrator

14. After copying or entering in address and contact information, please click on the Next >

button to continue to Step 6: Payment Address.

City and County of Honolulu 7 of 10
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Step 6: Payment Address

Please Note:

If Payment address is the same as Account Administration or Ordering, please click on the
corresponding check bubble to copy address information.

Step 6. Payment Address

Flease enter the address where we should send your payments. A Payvment A
for wendar registration. Ifyou need to add more than one payment address, you
"Account Maintainence” atter you complete your registration and log in.

Copy Address and Contact Information From: () account Administrator

(O Ordering

15. After copying or entering in address and contact information, please click on the Next >
button to continue to Step 7: Billing Address.

Step 7: Billing Address

Please Note:

If Billing address is the same as Account Administration, Ordering or Payment, please click on
the corresponding check bubble to copy address information.

Step 7: Billing Address (Optional)

Flease enter the address to which we should send your bills by clicking the 'Addg
This infarmation is optional and may he skipped unless you plan to respond to
need to add mare than one hilling address, you may do so under "Account Main
complete your registration and log in.

Copy Address and Contact Inffermation From: (O Account Administrator
(O Ordering
O Payment

16. After copying or entering in address and contact information, please click on the Next >
button

City and County of Honolulu 8 of 10
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Step 8: Bidding Interest

The Step 8: Bidding Interest is broken into three sections.

e Business Type (Optional)
e Service Area (Currently not used by the C&C of Honolulu)
e« Commodity (Required for automated email notices)

Step 8: Bidding Interest (Commodity Section)

*IMPORTANT *
This section will determine which surplus auction or solicitation email notices you will receive.

17.Click on the Add button in the Commodity Section.

— L ommaodity
=elect the commodity cogled®) that describe the goods and services
our organizatiog

Deleta

18. A list of commodity codes will be displayed, search through the list for all relevant codes to
your account, check box the relevant commodity codes and click the OK button to add
them to your account.

e Add Commodity Code 998 “Sale of Surplus and Obsolete Items” to receive email
notices about up and coming City & County of Honolulu Surplus Auctions.

CommodityService Code |EIEJEE*
| Search |

Commodity Description : |

Commodity Degcription Commodity/Service Code
SALE OF SURPLUS AMD OBZOLETE ITEMS 995

First Prew Mewt Last
— m can:e'

19. After adding all relevant commodity codes, click on the Next > button to continue to Step 9:
Preview & Submit Registration.

City and County of Honolulu 90of 10
Vendor Self Service



Vendor Self Service — Registering for Surplus Auction -

Step 9: Preview & Submit Registration

20. Click on the Submit button to submit your registration to Honolulu City & County’s

Division of Purchasing.

Step 9: Preview & Submit Registration

infarmation.

This page displavs a summary of all information entered in the previous steps. Please review yvour registration
information below and print a copy faryour records. Fyou need to make a change, click the "Back’ Inftton o1
navigate directly to the appropriate step using the left menu.

Click "'Submit' to complete your an-line registration. Canceling your registration will result in the loss of all entered

[P [Gel]

VSS Registration Complete

Thank you for completing the VSS registration process.

*IMPORTANT *

Please submit a completed and signed W-9 form
to the Division of Purchasing. W-9 Forms can be
faxed or email to the following address.

e FAX: 808-768-3299 ATTN: Vendor Control

e Email: bfspurchasing@honolulu.gov

e Postal: City and County of Honolulu
Division of Purchasing
530 South King Street, Room 115
Honolulu, Hawaii 96813

Thank You!

Cangratulations, vau have completed the registration process. Yoo may now lagin to V85
Please sign and submit by mail, email, or fax your completed IRS W-9 or W-8 form to:
City and County of Hanoluly

Division of Purchasing

530 Bouth King Street, Roam 115

Hanalulu, Hawaii 946813

Ermail: bfspurchasing@honolulu.gov
Far: (808)768-3209

IRS Forms W-9 and W-8 may he downloaded from the IRS wehsite at, www.irs.gov

“ou WILL NOT he able to receive purchase awards fram the City until you subimit the farm

Appendix A: Additional Help Resources

If you have any questions, please contact the help desk at (808) 768-5535 or

bfspurchasing@honolulu.gov .

Please click on the following link to access VSS FAQ’s and VSS Help Guides:

http://www.honolulu.gov/pur/honoluluvss.htm .
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