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Purpose:

To provide step-by-step registration instructions for new vendors who have not done business
with the City & County of Honolulu. This guide will cover only the required fields needed to
complete the registration process.

Honolulu Vendor Self Service (VSS) will soon be used to post opportunities to bid and accept
electronic bids. Additionally, the VSS portal will allow vendors to maintain account information,
receive email notifications for relevant opportunities, place bids, and view bid results.

*Please Note:

If you or your organization has done business with the City & County of Honolulu in the past,
your organization’s information may already be in the VSS System. If so, all you need to do is
activate your account.

If this matches your or your organization’s situation, please click on the following link:

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

Preparation
Please assemble the following information before starting the VSS registration process:
e Headquarters Location Information
e Legal Name
e DBA Name (If applicable)
e Organization Type and Classification Type
e Federal Tax ID (EIN or SSN)
e Ordering Address Information
e Payment Address Information

e Account Administrator User Information (Contact Name, Address, Phone Number,
Email Address)

e All applicable NGIP Commodity Classes
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0 Please Note: Commodity classes selected will determine which C&C solicitation
email notices your organization will receive.

0 Please click on the following link to access a list of NIGP commodity classes
used by the City & County of Honolulu. When registering, you will be asked to
select from a list of three-digit (3) commodity classes.
http://www.honolulu.gov/pur/commoditycodes.txt

Honolulu Vendor Service Website

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

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

Please refer to the screen below

Welcome to the Honolulu Vendor Self Service System

Guests
Registered Users

Register

. Account Maintenance
. Respond to IFBs or RFPs

- Add my location to existing sccount
| . Cregte User D for existing account

User Mame |

Pazswward | |

| « Wiew Posted Solicitations
« Wiew Award Motices
Forgot rour Fasswerd? Clidk Here » Wiewy vendor to vendor solicitstion comments

2. After clicking the Register button, the Registration Requirements page will be
displayed.

¢ Please review the registration requirements. After ensuring that the listed items have
been assembled, please click the Continue button.

Please refer to the screen below
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Honolulu Advary

Home Help Accessibility

Forms and Addtionsl Information  Catalog Search

Registration Requirements

help & advice

Already registered? Click here to login. Otherwise, continue below:,

Azsemhle the following information before continuing:

Infarmation on each location {first location entered will be considered the Headguarters)
Tax 1D Mumber
Legal Business name
Contact Information {name, address, email, phone and tax)
o Account Administratar (person respansible foryour account)
o Ordering
o Payment
Commodity Code
o Zodes describing your products and services

Click"Find" to select the Government Entity with whom you do business.

Government Entity

3. After clicking the Continue button, the Search for your company location page will be

displayed.

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

0 Please place the search wildcard (*) before and after Legal Name
o0 Ex. *ABC Company*

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

*Please Note:

If you or your organization is listed, new registration is not required instead activation of
your existing account is required.

Please click on the following link:

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

Please refer to the screen below
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Search for your company location

help & advice

Legal Name | Location Hame | AliasMBA | HQ Account | Activated
Firet] | Brew] | Mexdt |  Last

Is wour company listed ?
Yes, but my Location is not activated * Click Activalte Accountfor the account vou wish to activate.

Yes, Hfound my Headquarters but not my Location * Click Adcf Locahion to create new Location for the existing Headquarters.

Yes, my Account is activated but | don't know the login * Contact your Headguarters for assistance.

Mo, Register bow * New Registration

4. After verifying that you or your organization has not been previously registered, the
Vendor Self Service Agreement page will be displayed.

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

Accessibility

Logoul

nal Information

Honolulu Advantage . The V33 and all future agreements Yendor shall enter into with the City, unless otherwise indicated on such other agreements,
shall be governed by the law of the State of Hawali, without regard to conflicts of law principles thereaf. This is the case regardles:
ofwhether Wendar resides or transacts business with the City, in Hawaii or elsewhere

27, Ifany partofthe Agreement is unlawful, void or unenforceahle, that part will be deemed severable and will not affect the validity an
enforceability of any remaining provisions. Each party will bear its own attorneys' fees

28. Vendor acknowledges that by clicking "l Agree " Vendor executes a legally enforceahle Electronic Signature. Yendor acknowledge:
that the pravisions setforth inthe Agreement are fair and reasonable and Yendor's agreement to follow and be bound by them is
notthe result of fraud, duress or undue influence exercised upon Yendar by any persan ar entity. Pursuant to the Electronic
Signature Law and Uniform Electronic Transactions Act, by clicking "l Agree”, Wendar acknowledges that Vendor has read and
understood all provizions, and agrees to enterinto this Agreement with the legal binding set forth therein and that it i= the equivals
of a signed, written contract.

Yendar agrees there are na third pary beneficiaries to this Agreement and thatthe Agreementis not intended to and does not
canfer any rights on any persons other than Yendor and the City.

Yendor agrees that, when in the fulure Yendor clicks on an 'l Agree," "l consent’ or other similarly worded "button” or entry field witl
Wendor's mouse, keystroke or other computer device, Yendor's agreement or consent will be legally binding and enfarceable, and

the legal equivalent ofYendor's handwritten signature.
29, The applicable provisions of Chapter 103, 1030 Hawaii Revised Statutes, as amended, Title 3, Department of Accounting and
General Services State of Hawali Administrative Rules (HAR), and the City Charter and the City Ordinances shall be deemed to be

part of this agreement as though fully set forth therein.
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Entering Your Organization’s Vendor Account Information

This section will be broken into the Nine (9) Steps required to create a vendor account in VSS.

* Please note:

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

Please refer to the screen below.

Wilcome, Guest User

+ Step 1: Business Information
Location Yerification
Location Information and Le
EFT Information
Emall and Oroanization Infon
Dizcount Information
Step 2 User Information

Step 30WH0 Information

Step 4 Account Adminiztraton
Step S5 Ordering Address
=tep 6 Pavment Address
=tep 7 Biling Addrezs

=tep & Bidding Irterests

Step 3 Previesy & Submit Bec

The blue check mark
indicates that you
are currently on that

page.

Step 1. Business Information

5. After clicking the Accept Terms button, the Business Information page will be
displayed.

6. Location Verification Section:

e Please click the Verify My Location by: drop down pick list and select one
of the four location verification question types.

0 Please Note: The “Use my TIN Number” is the suggested option. The “No
Password Required” is not recommended. By choosing this type, any
individual can include their account as a sub-location of your organization
without verification.

Please refer to the screen below
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Home  Help  Accessibility  Logout)

onal Information Catal

Step 1: Business Information
This page allows you to enter general infarmation about your organization. Fields with a red asterisk () indicate
required fields. Fields without an asterisk are optional fields that do not require information to complete vendor
Step 5 Oroering Address registration.
Step B Payment Address
Step 7. Biling Address MNOTE: This site does not automatically Save when you exit. Please resolve any errars and do nat exit this site until
Step & Bidding Interests you teceive a confirmation of successful registration. Failure to complete registration will require all fields to be re- 7
Step 9 Preview & Submi Re entered when you return to the site. | Next 21
rwLocation Verification
[This: section will be used to establish & password that other locations within your comg | be required to use when registering & new location

O yOUr COmpany.
#derify My Locations by
Honiy ifvou selected "Croate My Own” above.

SR e alan Bagad o[ os iy TR bumber

Use my DUNS Mumber
Create my Own
Mo Pagsword Required

endar Verification Password

Confirm Yerification

~wLocation Information and Legal Name
Please complete this information that will be used to define your organization and create your legal name. Values entered in either the First,
Middle, and Last Hame fields, or the Company Hame field, will be used to create your Legal Hame.

*Organization Type : v‘ *Classification : v‘

ifyouwr TIN Type is SSN, select Legal Marme :
Inciiviciual, If your TIN Tioe s EIN, : ; T—-'
sefect Company. Alia=iDBA:
First Mame : Location Mame ;
Middle Name : Weh Address

7. Location Information and Legal Name Section:
Please enter in the following information.

Select a Organization type

Enter in Alias/DBA (If applicable)
Enter in Location Name (If applicable)
Select a Classification

AND

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

e Enter Company Name (If Organization type = Company)

* Please Note:

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

City and County of Honolulu 8 of 17
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onal Information  ©

" Step 1: Business Informatior »
Location Werification — | | r #Location Information and Legal Name
Location Information and | Plesse complete this information that wil be used to define your arganization and creste your legal name. Walues entered in either the First,
EFT Information Middle, and Last Hame fields, or the Company Hame field, will be used to create your Legal Hame.

Ermall and Organization Inf *Organization Type |—v| — *Classification |:| €
Digcourt Information Y L
Step 2: User Information Ifwour TIN Type i 55N, selact Legal Mame

Step 3 Wit Information Inciiviciual, if your TIN Tiepe is EIN, AllasiDBA ]—
Step 4: Account Administrat select Company.

Step 5 Ordering Address First Marme - Lacation Mame ]

Step 6: Payment Address

Step 7 Biling Address Middle Marme : Wieh Address

Step & Bidding Interests

Step 9. Preview & Submit Re LastMame :

Company Mame ;

Jo—

8. 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

9. The Step 2: User Information page will be displayed.

The User ID and Password provides the ability to both make changes to account
information, as well as entering in bid for solicited goods or services for the City.

Please enter in the following information.

10. User Information Section:

User Id

First Name

Last Name

Email

Phone

Password

Retype Password

Select a “Security Question”
Enter Security Answer
Retype the Security Answer

Please refer to the screen below:
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Home  Help  Accessibilty  Logout

Step 1: Business Informatior &
+ Step 2 User Information
Copy User Information

Lser Information
Step 3 -9 Information
Step 4: Account Administrat Step 2: User Information
Step 5. Ordering Address Please establish a unigue User D {Login |0} and Password for your V85 Account Administrator.
Step B Payment Address Passwaords and User ID's are case sensitive and should be alphanumeric. Please make note of your
Step 7- Biling Address User ID and Password for future reference.

Step 5 Bidding Interests <Back | Next>

Step 9 Preview & Submit R
Patty Snacks

r bUser Information

*UseriD "Password |

Case Sensitive and must be between 2 Case Sensitive and must be between 2 and
anef 16 charactars In langth. 16 characters In fength

*First Name | *Retype Password :
*Last Mame *Security Question ‘

help & advice

v
Eal [ ‘secuiyanswer: [
*Phane : l—‘ "Retype Security Angwer ,—“
Forrnat XXRRRKK-KKRK
Extension : I—
Fax: ,—-
Additional Resources & Infarmation < Back Next > |

11. After verifying User information, please click the Next > button.

Step 3: W-9 Information

12. The Step 3: W-9 information page will be displayed.

Please enter in the following information and afterwards click on the Next > button to
continue to Step 4: Account Administration.

13. Add New Taxpayer ID Number Section:

Taxpayer ID Number : (Federal Tax ID #)

Select your “Taxpayer ID Number Type:” (SSN or EIN)
Address

City

State

Zip Code

Please refer to the screen below:
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Home  Help  Accessibiity ‘Logou

Step 1: Business Information & - wjiedd New Taxpayer ID Humber
Step 2 User Information Add & new Texpayer ID Mumber by completing the information below.

_Sten 3 V8 nformation
Add Mew Taxpaer ID b Taxpayer ID Number :

Mo spaces ordashes

Taxpayer ID Number Type : v
Legal Name on ¥¥-9 :
Business Name ;

it different from Legal Name

Address
City:

State v

ZIP Code

wTaxpayer ID Number Already Registered
IOR use a Taxpayer D Number alreay on file by entering the Taxpayer D Mumker and Type here. This option may apply if more than one business
|ocation shares the same Taxpayer ID Number and is alreacy registered in this system

Uge Exisling Taxpayer ID Number

Taxpayer ID Number Type ; | vJ

Addilional Resources & Information: < Back | Next>

& Asyoucomplele each step and move 1o the ned step, the system will check for errors.
» Ifthere are ermors:
o A highlighted error notification message will be displayed at the top of the page.
o Clickthe "Here" link in that notification to see the errors
< You must correct the errors indicated before continuing to the nex step.

Step 4: Account Administration Address

14. Step 4: Account Administration Address page will be displayed.

Please enter in all applicable Address Information and Contact Information fields.
Required fields are listed below:

Afterwards, please click on the Next > button to continue to Step 5: Ordering
Information.

15. Address Information Section

Streetl

City
State/Province
Zip/Postal Code
Phone

16. Contact Information Section

¢ Principal Contact
e Phone
e Email

Please refer to the screen below:
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EELERE Home Help  Accessi inility
ER’
Step 2 User information
Step 3 VY-S Information i
S e Step 4: Account Administrator Address
b 2 g i
& e Pleasze enter the address ofthe administratar of thiz account. Please note that Account Administrator,
F Goathionen | Ordering and Payment addresses are required for vendor registration < Back I Next > ‘
Cortact Address e
Copy Address Intarmation - widdress Information
Step 5 Ordering Address Flease complete the address information below far your Account Sdministrator

Step 6 Payment Address
Step 7. Biling Address “Street 1 *Phone :
Step & Bidding Interests
" Step 9 Preview & Submit Rt Street 2 FPhone Extension
“City I— Country : ‘ United States et

*EtateiProvince | v‘

*Zip/Postal Gode Additional Addrees Inf. :

- wContact Information
Please complete the contact information below for your Accourt Administrator

*Principal Contact : *Phone : Alternate Phone ©
Etmail : Phone Extengion : Alternate Phone Extension :
Carrespondence Type | Email V| Fax: Alternate Fax:

[ bContact Address
Complete this section QMUY if you are adding & Contact and the Contact uses a different address than the address listed below, |

Additional Resources & Information: < Back | MNext > |

® A3 you complete each step and move to the next step, the systerm will check for errors

Step 5: Ordering Information

17. Step 5: Ordering Information page will be displayed.

Please enter in all applicable Address Information and Contact Information fields.
Required fields are listed below:

Afterwards, please click on the Next > button to continue to Step 6: Payment
Address.

* Please Note:

If procurement contact information is the same as Account Administrator, then click the Copy
Address and Contact information button for Account Administrator; otherwise, enter
information for procurement correspondence.

18. Address Information Section

Streetl

City
State/Province
Zip/Postal Code
Phone

19. Contact Information Section

e Principal Contact
e Phone

City and County of Honolulu 12 of 17
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e Emalil

Step 1 Business Information A

Step 2 User Information

Step 3: WO Informetion

Step & Accourt Administrat

~ Step 5 Ordering Address

Copy Address Informatior
Address Information
Cantact Informetion
Contact Address

Step B Paymert Address

Step 7. Biling Address

Step 8 Bidding Interests

Step 9. Preview & Submit Re

ease refer to the screen below

Help  Accessibliity  Logou

Step 5: Ordering Address

Flease enterthe address where we should send your purchase arders. An Ordering Address is required forvendor
registration. If you need to add more than one ordering address, you may do so under"Account Maintainence" after
you complete your registration and lag in

Copy Address and Contact Information From: O Account Adrministrator

r Information
e @ new Ordering Address by completing the informeation below

*Street1

*Phone

Strest 2
*City

*state/Province |

]

*FipiPostal Code

Phaone Extension :

Courntry : | United States

Additional Address Info.

~wContact

Principal Contact
Correspondence Type | | Email N

Frovice a contact for your Crdering Address by completing the information belowy .

Fhane :

Email Phone Extension :

Fa:

Alternate Phone
Alternate Phone Extension
Alternate Fax

- bContact Address ‘

Additional Resources & Infarmation:

< Back || Next>

Step 6: Payment Address

20.Step 6: Payment Information page will be displayed.

Please enter all applicable Address Information and Contact Information fields.
Required fields are listed below:

Afterwards, please click on the Next > button to continue to Step 7: Billing
Address.

*Please Note:

If payments are to be sent to the same address for Account Administrator or for Ordering, then
click the appropriate button; otherwise, enter the appropriate address information for the City to
send payments.

21. Address Information Section

Streetl

City
State/Province
Zip/Postal Code
Phone

City and County of Honolulu 13 of 17
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22. Contact Information Section

¢ Principal Contact
e Phone
e Email

Please refer to the screen below:

} Home  Halp  Accessibility  Logou

Step 1: Business Informstior & Step 6: Payment Address
Step 2: User Information | Please enter the address where we should send vour payments. A Payment Address is required for vendaor
Step 3: ¥W-9 Information registration. Ifyou need to add mare than one payment address, you may do so under "Account Waintainence” after
Step 4: Account Administral you complete your registration and log in.
Step 5: Ordeting Address
+ Step B: Payment Address
Address Infarmation
Contact Information O Ordeting
Contact Address
Copy Address Informeatior
Step 7. Biling Address
Step & Bidding Interests ~whddress i
Step 5: Preview & Submit R Add & new Payment Address by completing the information below.,

"Btreet1: *Phone
Street2: Fhaone Extension :
ity Country ‘ United States ~

*Btate/Province | v‘

*ZipiPostal Code Additional Address Info. ;

Copy Address and Contact Information From: O Account Administrator

~wContact Information
Prowide & contact for your Payment Address by completing the information below.

Principal Contact Phone Alternate Phone :
Email Phaone Extension Alternate Phone Extension @
Carrespondence Type A4 Fax Alternate Fax .

bContact Address
£omplete this section ONMLY if you are adding & Cortact and the Cortact uses a different address than the address listed helow |

+ Additional Resources & Information:

Step 7: Billing Address

23.Currently, the City & County of Honolulu will not be using the Billing Address portion of
Vendor Self Service. Please click the Next > button to continue to Step 8: Bidding
Interest.

Step 8: Bidding Interest

24. Step 8: Bidding Interest page will be displayed.
Please enter in the following information.

Please refer to screen below:
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o f adenitest) Home  Help  Accessibilty  Logou
SERVICE
itional Informetion  Caf
Step 1: Business Infarmatior A
Step 2. User Information. | Step 8: Bidding Interests
Step 3 V-3 Information Flease enter thpBusiness Types, Service Areas, and/or Commaodities appropriate for your organization

Step 4: Accourt Administrat This informatih is optional but will be used to determine when to send electronic solicitation
Step & Ordering Address notifications
Step 6 Pavment Address SRR | [l
Step 7. Biling Address - wBusi Type
+ Step 8 Bidding Interests Select thi iness type(s) that describe your organization. Examples include woman-owned, minorty-owned, or small business. Click the 'Add'

Step 9: Preview & Submit Rt Button to Vieww and select the appropriste Business Type fob your organizetion,

[ria ] beiere ]

- wService Area
Select the area(s) where your arganization can provide its services. Click the '&dd' button to view and select the appropriate Service Area Zones
or your organization

2

Service Area | Service Area Zone

~wC
Select the commodty code(s) that describe the goods and services your organization provides. Click the 'Add’ button to view and select the
mppropriste Commodites for wour organization.

Jia] beios |

Commodity | Commodity Description

Additional Resources & Information:

e Az you complete each step and move ta the next step, the systern will check for errars

v

25. Business Type and Service Area Section

e Please click on the Add button to include all relevant business type and service
areas of your organization (Optional)

Please refer to screen below:

Business Type
|z yaur arganization waman owned, minority owned ar a small husiness? Click the ‘Add' button to select the appropriate Business Type for your

organization.

Business Type Certification Number Certification Start Date | Certification End Date
« Minorty Owned  |ADE125-0 f05/15405 jos1507

Firstl Prevl Nex‘(l Lastl

Cancel Registration

Step 8: Bidding Interest (Commodity Section)

*IMPORTANT *

Please Note: This section will determine which solicitation email notices your organization will receive.

26.Commodity Section

¢ Please click on the Add button to include all relevant commaodities to your
organization.
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Please refer to the screen below:

Home  Help  Accessibllity  Logout

VENDOR SELF SERVICE

Honolulu Advantage
Choose

Select one or mare Commaodities to associate to your company. To search for your Commodity, enter in a valid Commodity Code
or Description and click Search. Please click OK to save vour changes.

‘Wildcard (%) searches are allowed. For example, a search of Description using ‘computer™ finds all commodities whose
description begins with the word ‘computer However, a search of Description using *computert would find all commadities with
the word ‘computer’ anywhere in the description.

Clear

CommodityService Code :
Commaodity Description :

Commodity Descrip!

Commoaodity/Service Code

[ Boron Compounds: Granulsted Borax, Sodium Perborate, Bte. 50520
|:| Scanners, Document: Handheld, Deskdop, And High Yolume 20684
[ Scanners And Readers, Magnetic Strip 20685
|:| Servers, Minizintrame Computer (Applicetion, Database, Fil 20887
[ Storage Devices, Elsctronic (Disk Drive Compatible] 20689
|:| Terminals And Cris: Data Processing Systems 20893
[ Batteries, Computer And Peripheral 20710
|:| Battery Chargers, Computer &nd Peripheral 20714
[0 Carts, Computer 20723
|:| Compact Disks, Dvd, Ram, Etc. 20730

First Prew Next Last

OK|| Cancel

Step 9: Preview & Submit Registration

27.Step 9: Preview & Submit page will be displayed.

28. Please review account information and then click the Submit button to submit your
registration to Honolulu City & County’s Purchasing Division.

Home

Help  Accessibility  Logou

Step 5: Ordeting Address

Step B: Payment Address Step 8: Preview & Submit Registration

Step 7: Biling Address This page dizplays a summary of all information entered in the previous steps. Please review your registration information below

Step 5: Bidding Interests and print & copy for your records. If you need to make a change, click the 'Back’ button or navigate directly to the appropriate
" Step 9: Preview & Submi Re step using the left menu.

Click 'Submit'to carmplete your on-line registration. Canceling your registration will result in the loss of all entered information

[Pin J Guomi |
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VSS Registration Complete

Thank you for completing the VSS registration process.

*IMPORTANT *

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

e FAX: 808-768-3299 ATTN: Vendor Control
¢ Email: bfspurchasing@honolulu.gov

Home  Help  Accessibllty  Logout

Thank You!

help & advice
Meny

Congratulations, you have completed the reistration process. ¥ou may now login to W88 using the User Name and Password you just created.

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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