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.
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Welcome to the Honolulu Vendor Self Service System

This site is divided into the fallowing areas:

* Business Opportunities - Allows you o search the current opporunities available to sell your goods or serices to our organization or to buy our
surplus items

My Bids - You may view, edit, or check the status of bids you have submitted.

Account Mailitenance - Gives you the opportunity to rmaintain your account information.

Forms and Additional Information - Frovides Department Listings, Bulletin Board Wiew, and Forms that are available for view and download
online

Catalog Search - Search availahle eProcurement Catalogs.

The links atthe top will allow you to move between the main areas of our systerm.

3. From the Account Maintenance page, please click on the User Information sub-section link.
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Contacts
Location Informetion This section will allow vou to maintain the information aboutyour account. Please update your

information as your operation changes.

-9 Informetion
Business Types

Lser Information

Headquarters Information This section allows you to view and edit information about the Headguarnters of vour location. rou may update
location verification security and the Headguarters weh address.

Master Addresses This section allows you to view and edit street address information. Master Addresses may be shared among locations
that share the same Headguarters Account,

Contacts This section allows you to view and edit contact information. Contacts may be shared among locations that share the same
Headiuarters Atcount,

Location Infoermation This section allows you to view and edit more specific information related to your location such as Legal Name,
Qrganization Type, Classification, EFT Information, and Discount Terms

Address Infermation This section allows you to view and editwhich addresses are listed to receive orders, payments, or hills for your
location. You may setthe Active To and From dates fo be associated with an address, as well as indicate additional notes and infarmation. Street
Address and Contact information must be edited on the Master Address and Contacttabs, respectively.

« W-9 Information This section allows you to wview and edit information related to your W-3 form, such as TIR, TIM Type, and Name, as well as the
Address towhich 1099 Forms will be sent

Business Types This section allows you to view and edit the business types that describe your organization

Service Areas This section allows you to view and editthe geagraphical areais) that vour business serves.

Commodities This section allows you to view and edit the commodities that your company offers

User Information This section allows you to view and editvour vSS User 1D, password, user contact and security information.

Locatioh Users This section allows you to view and edit the list of users who are assigned to this location




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
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The Currentlist of all the users defined for your Headguarters. This is a combined list of all users for all locations
within your Headguarters. Please update (add, chanae, delete users) your user information as needed. Ifyou would
like to add a new userto your VS5 accaunt please click Add lterns. Headoguarters Master Users may add, change, &
delete users. Location Master Users may Add new users or update their own information but are not allowed to
delete users.

i e First Hame | Last Hame Email

+ testing testing washnig@gmail com
testing testing vashnlg@omail.corm

Change P asaword

User ID (case sensitive) © |time|ess Email : |vsshn|@gmai|.com
First Hama : [testing Phone : [A06-123-4557
LastName:IteSting Extension:l

Headquarters Master User: v Fax: I

wSecurity Question & Password Information

*Security Quastion : |What is your favarite color? V|

Security Answer Inu
*Password I-"n"
*Canfirm Passward quou

Top
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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




