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Vendor Self Service — Account Maintenance -

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:
Headquarters Information

Master Addresses
Contacts

Location Information
Addresses Information
W-9 Information
Business Types
Service Area

© © N o bk~ wDdRE

Commodities
User Information

[ —
o

11. Location Users

Please refer to screens below:
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Home  Help  Accessibility  Logout

Honolulu Advantage

Welcome to the Honolulu Vendor Self Service System

Thiz site is divided into the following areas:

Business Opportunities - Allows you to search the current opportunities available to sell your goods or services to our arganization or to buy our surplus items

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

Account Maintenance - Gives you the oppartunity to maintain your account infarmation. e —

Forms and Additional Information - Provides Department Listings, Bulletin Board View, and Forms that are available forview and download online

Catalog Search - Search available eFrocurament Catalogs.

The links atthe top will allow you to move beteeen the main areas of our systern.

Account Maintenance
Hesdauarters Information

Account Maintenance

This section will allow you to maintain the information about your account. Please update vour infarmation as your
aperation changes

Headguarters Information This section allows you to view and editinformation about the Headguarters of your location, You may update location verification
security and the Headguarters web 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 amaong locations that share the same Headguarters Account,

Location Infermation This section allows you toview and edit more specific information related to your location such as Legal Name, Organization Type,
Classification, EFT Infarmation, and Discount Terms.

Address Infarmation This section allowes you to view and editwhich addresses are listed to receive orders, payments, or bills foryour location, You may setthe
Active To and From dates to be associated with an address, as well as indicate additional notes and information. Street Address and CGontact information must be edited
on the Master Address and Contact tabs, respectively.

W-9 Infermation This section allows you to view and edit information related to your V-9 farm, such as TIM, TIN Type, and Mame, as well as the Address to which
1088 Farms will be sent

Business Types This section allows you to view and editthe business types that describe your organization.

Service Areas This section allows you to view and edit the geographical areats) thatyour business serves

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

User Infoermation This section allows you to view and edityour WSS User 1D, password, User contact and security information

Location Users This section allows you to view and editthe list of users who are assigned to this location

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.

City and County of Honolulu 4 of 22
Vendor Self Service



Vendor Self Service — Account Maintenance -

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:

Headquarters Information

This section allows vou to view and maintain the information about the Headguariers for your
location. Please click Update to modify Headguarers information. Only Headguarers Master
Users can make changes 10 the Headquarters Information.

Update WView Pending Changes Fending Changes : [

Headguarers Legal Mame | V55 Demo Company
Headguarters Account Code - VS00000004 28
\Weh Address :
Catalog DUMNS # -

Please werify that vou are part of this organization by entering the TIMN number of your Headg
submit. Ifyou are unsure of the TIN number please contact the WebRegistar for your Head

Vendor Verification - 001729022
Confirm Verification - 001728022

Verification Hint

Create New Location for This Headquarters

r Account Maintenance
Headuuarters Information

[ uasteracesses . Update Headquarters Information
Contacts
Location Information Editvalues below and click Save Changes to save your changes. A red star denotes a required field. Prior updates

| Atddressinformation  thathave notyet been approved are displayed in this view.

-9 Information —

il
I Save Changes

Headguartars Legal Name : Vendor]
Headquarters Account Code : WS0000008883

‘Wieh Address

Flaase Inciuce hitn# or il

Catalog DUNS #:

Please verify that you are part of
I .o [this organization by entering the
Werification Hint : =
SN N o nurnber of your Headguarters

and hitting submit. If you are

wendor Yerification : |
Confirm verification :

Location Users

|

|<
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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.

Headouatters Information —
estersodesses . MIaster Addresses
Contacts

Lacation Information The Current list of all the Addresses an file for your Headguanters. Please click Update to modify or delete existing

Address Information address information. Only Headguarters Master Users can update address information.
-9 Information

Business Types
Service Areas
ol it

Address 1D Street 1 i State/Province | Zip/Postal Code | Pending Changes

~  AROOE honaoluiu HI 96813 I Update  Wiew Pending Chanies

Io}
Location Users

Addltems (|  Pending Additions |

Address D : ARDOG Country: US
Street1: FPhone:
Gtreet 2 : Fhone Extension

City: honaoluly

StatePravince : HI
Fip/Fostal Code : 96813
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o 5 o Accessibility  Logout
OR S.HZ].E SE RVICE

1t Mairtenance  Forms an

ional Information  Ca

help & advice

Update Master Addresses

Editthe values below and click Save Changes to save your changes. A red star denotes a reguired field. When
creating a new entry, ifthe Address D field is empty, a new Address |D will be generated and assigned to you.
Flease keep in mind that all changes made to an existing address will not update all your locations that use this
Address |D. Prior updates that have not yet heen approved are displayed in this view.

User Information
= — SV Chanes
Address ID - ARODA Country ‘Uniled States b
*Strest 1 |711 Kapiolani Bled. Phone * [B05123-4567
Street 2 Format XXHEKHKERR
*City: [Hanolulu Phone Extension

*StatefProvince |Hawa\i V‘

FipiPostal Code © [35817

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:

Headguarters Information

T Materadiesses . Master Addresses
Contacts
Location Informstion The Current list of all the Addresses on file for vour Headguarters. Please click Update to modify or delete existing

_ Addressimformation  address information. Only Headguarters Master Users can update address information

Wi-8 Information

Address 1D Street 1 i State/Province | Zip/Postal Code | Pending Changes

~+  ARODG honoluly HI 96813 || Update  iew Pending Chances

iz P%svl :vml 153
e
Add hems Pending Additions

Location Lsers

Address 1D ARODG Country : LS
Street1 @ - Phone :
Street2: Phone Extension :

City - honolulu

StatesProvince : HI
FipiPostal Code ; 96813

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.

City and County of Honolulu 7 of 22
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Home  Help  Accessibiity  Logout
RV
Headouarters Information
e | [help & advice |
Master Addresees Contacts [Foip & advics |
Contacts
Lacation Informstion All Contacts on file foryour Headguarters. Please click Update to edit or delete existing contact information. Only Headguarters Master

Users can update Contact information.

% Contact ID | Contact Name Email Phone Pending Changes ‘
Commodities

Uzer Intormation ~ CTOOG testing testing washnl@gmail.com  508-123-4567 l Update “iew Pending Changes
Location Users

Testing washnl@gmail com  805-123-B4567 j Update “iewe Pending Changes

ErEv MEENE] NEET
Add tems Pending Additions

Confact 1D CTODR Fhone ; 808-123-4567
Contact Mame : testing testing FPhone Extension
Ernail : vsshnli@gmail.corm Alternate Phone
Address D AROOS Alternate Phone Extension
Street1: 711 Kapiolani Blvd Fax
Gireet 2 Alternate Fax
City: Hanolulu

State/Pravince : HI
ZipiPostal Code : 96817
Country : LIS

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:
Contacts

All Contacts on file for vour Headquarters, Flease click Update to edit ar delete existing confact
infarrmation, Only Headguarters Master Users can update Contact information,

Contact ID | Contact Hame Phone Pending Changes |
v CTOOS John Smith johin smithf@mailmal  207-555-1212 | ; Wienw Pending Changes
CTO0E Jane Smith jane smithimail el 2075551616 [~ Update Wiew Pending Changes

=7l ] e

CantactID : CTOOS Phone : 207-555-1212
Caontact Mame : John Smith Fhone Extension : 24
Email : john.smith@mail. mail Altemate Phone
Address 1D - ARO0S Aternate Phone Extension :
Street 1 123 State Street Fax: 207-555:-1414
Street 2 #44 Alternate Fax
City | Augusta

StaterProvince | ME
ZipiPostal Code © 04333
Country - US

City and County of Honolulu 8 of 22
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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:

Home  Hel Accessibili Logout
NDOR SELF SER\‘ ICE P ity o

Update Contacts

Edit the values below and clic
creating a new entry, ifthe
keepin mind that all cha
Prior updates that hay,

_ Userinformafion
Errrra— S°ve Changes

Sawe Changes to save your changes. Ared star denotes a reguired flield. When
act 10 field is empty, a new Contact ID will be generated and assigned to you. Please
5 made to an existing contactwill update all of your addresses that use this Contact 1D,
it been approved are displayed in this view.

Contact 1D *Phone :
"Contact Mame . Farmat XXX-XXXHIRN

*Email : Phone Extension :

Adidress 1D Alternate Phone
Street1: Format XX Ex-x00

Strest2: Alternate Phone Extension :

City:

State/Province : e
ZFip/Postal Code FOrmat XXX

Country : Alternate Fax:

Format X - 0

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 <k button to open all tabs.

3. Update desired field and click on the Save Changes button.

City and County of Honolulu 9of 22
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Location Information

This section allows you to view and maintain information specific to your business location,
Flease chick Update to modify the location inforrmation. Only Master Users for this location may
rmiake wpdates to this information,

View Pending Changes Pending Changes : [

¥k

Update Location Information

Editvalues helow and click Save Changes to save yoyfchanges. A red star denotes a required field. The most updated
version ofthe record is displayed in this view.

Save Changes Fh

~wGeneral Information
nformation specific to your location and Headoguarter

TestWendor #1
Headguarters Account Code ;- WE0000001 400
Government Entity

~®Location Infermation and Legal Name
Please complete this information that will be used to define your arganization and creste your legal name.

YendaonZustomer D WS0000001400 Organization Type ; Individual
Legal Mame : TestYendor #1 First Mame ; Test
AliasiDBA - I Middle Mame : Wendor
) Last Mame : #1
Location Name | Cormpany Narme -
Catalog DUNS ; Wl Farm -
~*EFT Information
f wou would like to use Electronic Funds Transfer(EF T to receive vour payments, pleasze complete the information within thiz section.
ABA Numher:l Bank Marme :

Raouting 1D Numher:|

AccnuntNumher:l

EFT Status
Account Type : alus | 4

Prenote Return Reason Explanation :

City and County of Honolulu 10 of 22
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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 AR0OS.

Address Information

The Current list of Addresses an file for your location. Please click Update to modify or delete existing address infarmatian. Qnly
Master Users can update address information.

Address Type m Street 1 Principal Contact | Pending Changes

+  Billing AROOS 711 Kapiolani Blvd  testing testing v Update  “iew Pending Changes
Cther ARDOS 123 Aloha Yy testing testing | Update  “iew Pending Changes
Payment ARDOS 711 Kapiolani Blvd - testing testing | Update  “iew Pending Changes
Ordering ARODOS 711 Kapiolani Blvd  testing testing | Update  “iew Pending Changes
Wb Registrar AROOS 711 Kapiolani Blvd  testing testing | Update Wiew Pending Changes

| 52 il =

sk
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.

City and County of Honolulu 11 of 22
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Master Addresses

The Current list of all the Addresses on file for your Headguarters. Please click Update to modify or delete existing address
information. Only Headguarters Master Users can update address information.

Address ID Street 1

State/Province | Zip/Postal Code | Pending Changes

711 Kapiolani Blvd

Honolulu - Hasyaii

Wiewy Pending Changes

AROZ2 999 Mochi Street  Honolula Hase il QEE22 [ Update iew Pending Changes
ARDZ2 999 Mochi Street Honolula - Hate il Q322 [ Update iew Pending Changes
ARDE 999 Mochi Street  Honolula Hase il QEE22 H Update iew Pending Changes

| B ]

Address D ARODE Country: S
Street1: 711 Kapialani Blvd Phaore : 808-123-4567
Street 2 Phane Extension :
ity - Honalulu

State/Province : H
ZipiPostal Code | 98817

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:

Update Master Addresses

Edit the values helow and click Save Changes to save your changes. Ared star denotes a required field. When creating a new entry, it
the Address ID field is empty, a newy Address 1D will be generated and assigned toyou. Please keep in mind that all changes made to
an existing address will not update all your locations that use this Address (D, Prior updates that have notvet been approved are
displaved in this view.

| Seve Changes. | Cancel | Delete

Addrass D ARODS

Country | United States o
‘Street1: |?11 Kapiolani Bld Phaone |EDB-123-4557
Street 2 : | Format XEEEERNNY
“City ; |HDnD|U|U Fhone Extension ,7

‘StatefProvince | Hawaii b

ZFipiPostal Code : 95817

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.

City and County of Honolulu 12 of 22
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Address Information

The Current list of Addresses an file for your lacation. Please click Update to maodify or delete existing address infarmation. Only
Master Users can update address information.

Address Type | Address ID Street1 Principal Contact | Pending Changes

~ Billing AROOS T11 Kapiolani Blvd  testing testing v Update  Wiew Pending Changes
Cther AROO9 123 Aloha Way testing testing I Update “iew Pending Changes
Payment ARDOS 711 Kapiolani Blvd  testing testing I Update “iew Pending Changes
Ordering AROOS T11 Kapiolani Blvd  testing testing o Update  Wiew Pending Changes
Wieh Registrar AROOS 711 Kapiolani Blvd  testing testing I Update “iew Pending Changes

Firstl F're\rl Nextl Lastl

This will allow you to fill in the information, after that click on save changes.

Pending Additions

g]:'_ﬁ\‘[("é LA Home Help  Accessibility Lo
) unt Mairtenance  Form: ional Information ¢
Update Address Information

Acurrent list of all the Addresses on file for your location. Only Master Users can update( add, change, delete) this address
information. A red star denotes a required field. To change address information, please navigate to the Master Address page. To
change contact information, please navigate to the Contacts page.

Save Changes sk

Location Lisers ~wGeneral Infermation

“Address Type Default Record [
*Active From
Bctive To

~whddress

agdressio: [ [ prone:[
atreett:[ Format KXo
Girest 2 i—‘ Phone Extension I—
‘City I'—‘ Coumnt:| oS

*ElateiProvince | . |

Zip/Postal Code

Additional Address Info

|—vEFT Information

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.

City and County of Honolulu 13 of 22
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Address Information

The Current list of Addresses on file for your location. Please click Update to modify or delete existing address infarmation. Only
mMaster Users can update address information.

Address Type | Address ID Street 1 Principal Contact | Pending Changes
~  Billing AROOS 711 Kapiolani Blvd - testing testing v Update “iew Pending Changes ‘—
Cther AROOS 123 Aok Wary testing testing | Update  “iew Pending Chandges
Payment AROOS 711 Kapiolani Blvd - testing testing u Update “iew Pending Changes
Ordering AROOS T11 Hapiolani Bivd - testing testing I Update  “iew Pending Chandges
Wb Redistrar AROOS T11 Kapiclani Blvd  testing testing I Update Wiew Pending Changes

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.

City and County of Honolulu 14 of 22
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W-9 Information

This section allows you to view and maintain 1089 Reparting Infarmation for a Yendar. Please
note that hecause of special processing unique to Taxpayer (D Mambers you must use the
Change TIN to make changes to your Taxpayer ID Mumber. Click Pending Additions to view
changls to Taxpayer 1D Mumber. All other updates may he made with the Update buatton. Only
MasterUsers may make changes to this section.

v
Yiew Pending Changes Pending Additions Fending Changes: [
£
Taxpayer D Mumber: 001729022 Change TIN

TIN Type : EIM
eTaxpayer Infermation
Mame : W35 Demo Company
Business Mame : W35 Demo Company, Inc.
Address @ 123 State Steet
City : Augusta
State : ME
ZIF Code : 04333

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

Home  Help  Accessibilty  Logout

gl Informetion  Cats

Update W-9 Infermation

Editthe values below and click Save Changes to save your changes. A red star denotes a required field. The most
updated version ofthis record is displayed in this view.

Save Changes L3
Taxpayer ID Mumber : |012345678

TIN Type - | EIR

Location Users

wTazpaver

Mame: |Timeless Clocks

Legal Name on W-9

Business Name

Business Name, i different from above

Address | 711 Kapiolani Blvd

ity - |Honolulo

State : ‘ Hawaii Vl

ZIF Code : (95317

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

City and County of Honolulu 15 of 22
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W-9 Information

This section allows you to view and maintain 1089 Reparting Infarmation for a Yendar. Please
note that hecause of special processing unique to Taxpayer (D Mambers you must use the
Change TIN to make changes to your Taxpayer ID Mumber. Click Pending Additions to view
changes to Taxpayer 1D Mumber. All other updates may he made with the Update boatton. Only
Master Users may make changes ta this section.

Yiew Pending Changes Pending Additions Pending Changes: [

sk

Taxpayer D Mumber: 001729022 Change TIN

TIN Type : EIM
~*Taxpayer Information

Mame : W35 Demo Company
Business Mame : W35 Demo Company, Inc.
Address ;123 State Steet
City : Augusta
State : ME
ZIP Code : 04333

Help  Accessibilty  Logout

SE RVICE

nalInformation €

T Mesterpawessee . Change TIN Information

Editthe values below and click Save Changes to save your changes. A red star denotes a reguired field. The most
updated wersion of this record is displayed in this view.

" Commodies Save Changes 1%
" Userinformafion
T Locefion Users TepaverDhumper:[

Mame

Legal Mame on W9

Business Mame

Business Narme, If different from above

Address
City

State ;| v

ZF Code

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.

Business Types

The current list of Business Types on file foryaur lacation. Please click Update to modifi or
delete existing bhusiness type information. Only Master Users can update business type
information.

Business Type | Pending Changes

+  In-State | Update  “ieww Pending Changes

Small Business | Update  “ieww Pending Changes

Add ltems Pending Additions

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 commaodities 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 commaodity 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 Commaodity class, which is a 3 digit number.

Refer to the screen below:

Click on Update, and then add items.

; " Home  Help  Accessiblity  Logout

by Bids  Account Maintenance  Forms and Adetional Information  Catalog Search

Commodities

Current list of Cormmodiies that your location is currently registered for. Please update (add, change, delete ) cornmodity information
as needed. Remember only Master Users' can update Commodity infarmation

v a0y ARCHITECTURAL AMD EMGINEERIMNG SERVICES, MOM-PROFESZIONAL
a0& ARCHTECTURAL SER'WICES, PROFESSIONAL

SEoaye Chnoess |} (Cance

Accessibility

Logout

Choose

Select one or more Commodities o associate to your company. To search foryour Commodity, enter in a valid Commodity Code or Description and
click Search. Please click OK to save your changes

wildcard (*) searches are allowed. For example, a search of Description using ‘computer* finds all commaodities whose description begins with the
word ‘tomputer.’ However, a search of Description using "computer® would find all commodities with the word ‘computer' anywhere in the
description

Clear

CommodityService Code ¢ Search !
Commodity Deseription : [LOOK UP HERET BEx=

Commodity Description Commodity/Service Code
[] ScHOOL EQUIPMENT, TEACHING AIDS, AND SURPPLIES 785
[ TESTING APPARATUS AND INSTRUMENTS (MOT FOR ELECTRICAL OR ELE 845
[0 EDUCATIOMALTRAINNG SERVICES 924
[] TEXTILES, FIEERS, HOUSEHOLD LINEMS, &RD FIECE GOODS 850
[ BOCKBINDING AND REPAIRING SERWYICES 308
[ ENGIMEERING SERWICES, PROFESSIONAL 925
[[] SEED, SO0, SOIL, AMND INOCULANTS 790
[] THEATRICAL EQUIRMENT AND SUPPLIES as5
[ BUILDING CONSTRUCTION SERVICES, NEW (IMCL . MAINTENANCE AND a08
[ SHOES AMD BOOTS 200
First Frev Next Last

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 (*).

Accessibility Logout

ELF S[ZR‘.'I{'[Z

Headguatters Information . ~
Wester soresses . WS@F Information
Location Information The Current list of all the users defined far your Headquarters. This is a combined list of all users for all locations

Address Information within your Headguarters. Please update (add, change, delete users) your user information as needed. If you would

-8 Information like to add & new user to your VSS account please click Add ltems. Headguarters Master Users may add, change, &

Business Types delete users. Location Master Users may Add new users or update their own information but are not allowed to
delete users.

Loralier Lieis First Hame | Last Hame Email

+ testing testing washnlig@omail.com

testing testing washnlggmail.com
Firzi F'revl Nexll Lastl

\4

Change Pasavord

User 1D (case sensitive) © Itimeless Ermail : Ivsshnl@gmail.com
First Name : [testing Phone : [308-123-4567
Last Marme : Itestmg Extension ZI

Headguarters Master User: v Fax:l

wSecurity Question & Password Information

*Security Guestion ‘What is your favarite color? "|

Security Answer (eees
*Password | |eessses
*Confitrm Password | |sssssss

Top
Change Pasaword
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ibility  Logout

User Information

The Current list of all the users defined for your Headguarers. This is & cornbined list of all users for all locations
within your Headguarters. Please update (add, change, delete users) your user information as needed. If you would
like to add a new user to your VS8 account please click Add lterms. Headquarters 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

ol
Uset Informeation

Locationlzers First Hame | Last Hame Email

testing testing vashnl@omail.com
v
testing testing vashnl@omail.com

I I [y

Change Fasamard

[ Sove Changes | Cancel | Deloe | A ems

User D {case sensitive) | Email |

First Mame : | Phaone |

LastMName : | Extension |

Headguarters Master User: [~ Fax

wSecurity Question & Ps

*Becurity Guestion | v|
Security Answer ; ’7
*Passward : ’7
*Canfitm Password @ ’7

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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Users for this Location

The Current list of all the user's who have been assigned o this Location. Please update {add
ar delete users) as needed. Ifyou would like to assign an existing user to this Location please
click Add tems. Only Users who are valid within your Headguarter can he assigned to this
location. Remember only ‘Master Lsers' can create or delete users.

User ID{case sensitive) | First Hame | Last Hame

~ MWDo 23 John Smith
st NErER NEEED NEEET

Save Changes Add ltems

LzerDicase sensitive) IVDC*IQS

First Wame : John
Last Mame : Smith

Master User: v

If you want to add another user, click on Add ltems.

LF SEE‘.I1‘[

Home  Help  Accessibilty  Logout

g5 My Bids

Users for this Location

The Currentlist of all the user's who have been assigned to this Location. Please update (add or delete users) as
neaded. If you would like to assign an existing user to this Location please click Add ltems. Only Users who are
walid within your Headquarter can be assigned to this location. Remember only ‘Master Users' can create or delete
users

User ID(case sensitive) | First Hame | Last Hame

~ timeless testing testing

e
User ID{case sensitive) : |timeless

First Mame : testing
Last MName : testing
Master User:

After you click on the add items, a blank field will show up

, it is highlighted in red below.

ciditional Information  Cal

wortunities My Sids ccount Maintenance  Forms

Users for this Location

The Currentlist of all the user's who have been assigned to this Location. Please update (add or delete users) as
needed. If you would like to assign an existing user to this Location please click Add ltems. Only Users who are
walid within your Headguarter can be assigned to this location. Remember only Master Users' can create or delete
users.

User ID(case sensitive) | First Hame | Last Hame

timeless testing testing

I~

User IDicase sensitive) © m

First Mame :
LastMame :
Master User: [~
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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.
\ /Exnor SELF Service e

Users for this Location

The Current list of all the user's who have heen assigned o this Location. Please update (add or delete users) as
needed. Ifyou would like to assign an existing user to this Location please click Add Items. Only Users who are
wvalid within your Headguarter can be assigned to this location. Remember only Master Users' can create or delete
users.

User ID(case sensitive) | First Hame | Last Hame

timeless testing testing
v

Save Changes [ lems
User ID{case sensilive) © \

First Narme :
Last Mame :
Master User: [

Afte the person you want on the list, click on Select.

ELF SE RVICE

n
Location Lsers

Accessibility  Logout

onal Information  Cetelog Search

Choose

Browse Clear

User\D'| Last Mame:

First Mame :

User ID (case sensitive) | Last Hame | First Hame
testing wsshni@gmailcom  B08-123-4567

Extension
User Information

Select timeless? testin
Location Users - =

"Cancel  First Previous Nexdt Last

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

Help  Accessibility  Logout

Users for this Location

The Current list of all the user's who have been assigned fo this Location. Please update (add or delete users) as
needed. Ifyou would like to assign an existing user to this Location please click Add ltems. Only Users who are
valid within your Headguarter can be assigned to this location. Remmermber only ‘Master Users' can create ar delete
users.

User ID(case sensitive) | First Hame | Last Hame

timeless testing testing
v timeless2 testing testing

1220 I

Sawve Changes Add ltems
UszerD{case sensitive) | Jtimeless2

First Mame : testing
Last Mame : testing

Master User: [ df————

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
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