
Creating Additional User Logins 
 
Only Master User Accounts will be able to create additional user logins for a vendor account in Honolulu VSS. 
 
Please follow the steps below: 
 

1. Login with your organization’s designated Master User Account (First User Account created is defaulted 
as a Master Account). 

 
2. Please click on the Account Maintenance link. 

 

 
 

3. From the Account Maintenance page, please click on the User Information sub-section link. 
 

 



4. From the User Information page, click on the Add Items button and enter in the user’s contact and login 
information. Required fields are below: 

 
• User ID : 
• First Name : 
• Last Name : 
• Email : 
• Phone : 
• Security Question 
• Security Answer 
• Password 
• Confirm Password 

 

 
 

5. After entering in contact and login information, click on the Save Changes button to create the user 
account.  

 
Newly created user can return to the User Information page to change password by clicking on the 
Change Password link at the bottom of the page. 

 

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 FAQs and VSS Help Guides: 
http://www.honolulu.gov/pur/vsshelp.htm  


