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Purpose: 
To explain to users the different features of Account Maintenance portion of City & County of 
Honolulu Vendor Self Service website. Including descriptions of the different sub-sections and 
instructions on how to complete frequently asked account modification request (i.e. address 
changes, adding new users and etc.)   

General Information 
Vendor Account Modifications will not be applied instantaneously. An automated process of 
matching up VSS and the City & County’s Internal Database must be completed before 
Account modifications will become final. 
 

Please Note:  
Legal Names, DBA changes and TIN changes will be reviewed by the BFS Purchasing 
Division and will require a fax, emailed or mailed updated W-9 forms to be approved. 

Account Maintenance 
From the Honolulu Vendor Self Service System Homepage, please click on the Account 
Maintenance shortcut on your Workspace.  

The Account Maintenance page will be displayed. This is the central page for account 
maintenance in Honolulu Vendor Self Service.  

The Account Maintenance is broken into the following eleven (10) sub-sections: 
1. Headquarters Information 
2. Master Addresses 
3. Contacts 
4. Location Information 
5. Addresses Information 
6. W-9 Information 
7. Business Types 
8. Service Area 
9. Commodities  
10. User Information 
11. Location Users  
 
Please refer to screens below: 
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1. Headquarters Account: 
This section allows you to view information about the Headquarters of your location.  The fields 
that are grayed out cannot be changed.  Only the Headquarters Master Users can make 
changes to this page.   
 

Please Note:  
The Headquarters Master User is the individual who first registered the company’s account on 
VSS. 
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How to Update Headquarters Information 
To update Headquarters’ web address, Catalog DUNS# or change Verification Password (Not 
User ID password), please follow the steps below: 

1. Click on the Update button, to enter the Update Headquarters Information page 

2. Enter update desired field and click on the Save Changes button.  
 
Please refer to the screens below: 
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How to Add Subsidiary Locations  
For detail steps on How to Add Subsidiary Locations, please click on the link below: 
Link: http://www.honolulu.gov/pur/vsshowtoaddsubsidaries.pdf 

2. Master Addresses: 
 
This page allows Headquarters Master Users to create and update Master Addresses for the 
Headquarters.  Only Headquarters Master Users can update this page. 
 

Please Note:  
The Headquarters Master User is the individual who first registered the company’s account on 
VSS. 

How to Update Master Addresses  

1. Click on the Update button, to enter the Update Master Addresses page 

2. Enter update desired field and click on the Save Changes button.  
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How to Add New Master Addresses 

1. Click on the Add Items button, to enter the Update Master Addresses page 

2. Please enter in all relevant fields and click on the Save Changes button.  
 
Please refer to the screens below: 

 

3. Contacts: 
If you want to change your contact information go to the contact tab on the secondary panel. 
Click on update if you want to update that person, if you want to add more contacts then click 
on add items, then save. 
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How to Update Contacts 

1. Click on the Update button, to enter the Update Contacts page 

2. Enter update desired field and click on the Save Changes button.  
 
Please refer to the screen below: 
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How to Add New Contacts 

1. Click on the Add Items button, to enter the Update Contacts page 

2. Please enter in all relevant fields and click on the Save Changes button.  
 
Please refer to the screen below: 
 

 

4. Location Information: 
 
This page enables you to view information about your location, and discount terms offered for 
prompt payment.  This page is divided into the following sections: 
 
• General Information - This section contains information about your business location, 

such as the organization name and web address.  A company (headquarters) account 
may have multiple locations.  The locations may be by city, state, region, etc. depending 
on the organization. 

• Organization Information - Complete this section to provide additional information about 
your organization. 

• Email Information - company email address 
• Discount Terms - Complete this section if your organization offers any discounts for 

prompt payment of invoices.  These discount terms will be the default discount terms 
used on your Purchase Orders if you do not enter any discount terms on your 
responses. 

How to Update Location Information 

1. Click on the Update button, to enter the Update Location Information page 
2. Click on the Expand   button to open all tabs. 
3. Update desired field and click on the Save Changes button.  
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5. Addresses Information: 
This page allows you to view address information for order and payment.   
 

Please Note:  
The Division of Purchasing will use the default ordering address record from this page unless 
other address record is specified during award process. 
 
The Accounts Payable department will use the default Payment Address record from this page 
unless other address record is specified during award process. 
 
However, you cannot delete the primary Ordering or Payment addresses if you have submitted 
a response that requires one of these addresses.  You must go to the Contacts page if you 
need to change the address information for the contact. 
 
Only Headquarters Master Users and Master Users will be able to make changes to the fields 
on this page.  All required fields are preceded by a red asterisk (*).  All grayed out fields, as 
seen by Headquarters Master Users and Master Users, cannot be changed online.  This does 
not include the grayed out fields that must be updated on the Contacts page. 

How to Edit Address Line 
Under the address information page there will be addresses listed already for different address 
type. If you want to change the address for one of the types i.e. billing, you need to note down 
the address ID which in this case it would be AR008. 
 

 
Then go to Master address on the secondary panel look for the Address ID to the one you 
wanted to change which would be AR008, and click on update. 
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If you click update you will see the screen below, and all you have to do is update the 
information, and click save. 
 
Refer to screen shot below:  
 

 
 
After doing so, please wait at least 24 hours for the change to take affect. 
You will also be allowed to add any additional address types. This will be used if you have 
several locations you have payments being sent to.  

How to Add Address Lines 
You go to Address information then click on add items. 
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This will allow you to fill in the information, after that click on save changes. 
 

 
 
If you go back to the address information you will notice that there will be a check mark in 
pending changes that means whatever change you’ve made is pending and you can click on 
view pending changes to see what they are. 
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6. W-9 Information: 
 
This section allows you to view and maintain 1099 Reporting Information for a Vendor.  Your 
ability to update this information will depend upon whether you have logged on as HQ Master 
User, Master User or Location User.    
 
If you change your TIN or update it for any reason, you will need to fax or mail in your new W-9 
form to City & County – Purchasing department. 
You can reach them at: 
 
Email: bfspurchasing@honolulu.gov 
Phone: (808) 768-5535 
 
Address:  
City & County of Honolulu 
Division of Purchasing 
530 S. King Street #115 
Honolulu, Hawaii 96813 
 
If it is a new entity/TIN/EIN then you will need to register all over again. Please refer to the 
registration guide for help.  
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If you click on update it will take you to Update W-9 Information page with the TIN grayed out. 
You can change the other information. To change the TIN you will need to click on Change TIN 
instead of Update. 

 
 
If you click on Change TIN it will take you to the Update W-9 page with blank fields. 



                                                            Vendor Self Service – Account Maintenance -    

 

City and County of Honolulu 16 of 22      
Vendor Self Service              

 

 
 

 

7. Business Types: 
 
This page allows you to maintain a list of the Business Types that apply to your company.  
Business Types identify information about your company’s operation. 
  
Business Types may be used to identify the type of ownership for your business (Minority 
Owned, Woman Owned), or can identify the type of operation (Manufacturer, Retailer). 
 
Business Types are used in the vendor rotation process to select the specified number of 
vendors for a commodity for a specific business type that the buyer would like to include for a 
solicitation.  For instance, a buyer may indicate that he/she wants all Retailers to be notified of 
the solicitation.  A buyer may also want to send a notification to all Minority Owned businesses.  
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You will only receive one notification, even if you are associated with more than one business 
type. 
 
You can add business types by selecting the Add Items link, select from the list, and click ok.  
This is mainly for reporting. 
 
Only Headquarters Master Users and Master Users will be able to make changes to the fields 
on this page.   

 
 

8. Service Area: 
This feature is currently not used by the City & County of Honolulu. 

9. Commodities: 
 
This page allows you to maintain a list of the commodities that can be provided by your 
company.  Additional commodities may be added by selecting from a list of pre-defined 
commodities.  Commodities that your company no longer provides may be deleted. 
 
You will be notified of all solicitations that are published for commodities you have chosen 
here.  
 
You can add commodities by selecting the Update link.  Select the commodity that you want to 
add into your account then click ok. You can continue adding as many commodities that you 
need to then click save changes. 
 
Only Headquarters Master Users and Master Users can make updates to this page.  All 
required fields are preceded by a red asterisk (*).   
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It is important to fill this portion out because if there are any solicitations with the commodities 
you provide they will email you to let you know that there is a solicitation out for you to bid. 
 
Note: This is by Commodity class, which is a 3 digit number. 
 
Refer to the screen below: 
 
Click on Update, and then add items. 

 
Look up your commodities by the code or a description, check off the boxes you want and click 
ok. 

 
Continue doing so, till you have all the commodities you need. 

10. User Information: 
 
This page allows maintenance of individual user information.  You will only be able to change 
your user information and password.  If you are designated as the Headquarters Master User 
then you will also be able to change other user's information (excluding password).  
 
A Headquarters Master User can also add new users within his/her company location by 
selecting the Add User link, filling in all required fields and then selecting the Save link.  The 
new user added will receive an email notification with his/her password.  You may also remove 
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a user by selecting the radio button next to the user and then clicking on the Delete link.  You 
can undo your last action by selecting the Undo link; however, you cannot undo after you have 
selected the Save link. 
 
A Headquarters Master User can specify additional Headquarters Master Users by selecting 
the HQ Master User checkbox.  All required fields are preceded by a red asterisk (*). 
  
Click on add items; refer to the screen shot below: 
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11. Location Users: 
 
This page allows you to view and edit the list of user's who are assigned to this location.  Only 
Master Users for your location can add or delete users.  You can assign an existing user to this 
location by clicking on the Add Items link.  This will take you to a blank record.  Choose a user 
from the pick list next to the User Id text box.  Only valid users for your Headquarters can be 
chosen.  You can also make a new user or an existing user a Master User by selecting the 
Master User checkbox. 
 
This page is accessed by selecting the Location Users link on the Account Maintenance page.  
The Account Maintenance page is accessed by selecting the Account Maintenance link from 
the main navigation panel. 
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If you want to add another user, click on Add Items. 

 
After you click on the add items, a blank field will show up, it is highlighted in red below. 
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You will then need to search for a user ID to put in, and then click on Find. Remember to use 
the asterisk (*) as the wild card to search. 

 
After you see the person you want on the list, click on Select. 

 
You will then see that person you selected as a user, as shown below. It will no longer be 
blank. 

 
After modifications have been made, it will go to BFS for approval. It will reflect in your account 
when the changes have been approved. 

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/vsshelp.htm  


