FULTON COUNTY

DEPARTMENT OF PURCHASING AND CONTRACT COMPLIANCE

VENDOR SELF SERVICE SYSTEM (VSS)

Vendor Quick Registration Guide



Vendor Quick Registration

The Vendor Quick Registration Guide is a twelve step instruction guide that will assist you in registering
on-line quickly and easily. Please follow the instruction precisely and only the information requested:

Step 1: Accessing the System

1. To get to the Vendor Self Service System from the internet enter the following URL address
http://fultonvendorselfservice.co.fulton.ga.us then press ENTER.
2. Click on Register (blue tag) to register your business.
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Welcome to Fulton County
Vendor Self Service Sys Click Register

The Fulton County Vendor Self-Service system enables vendors to register and maimt their organization for

the purpose of doing business with the County and receive notifications of business opportunities via the Internet.
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3. Read the information on the Registration Requirements page then scroll to the bottom of the page
and click Continue.
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AMS ADVANTAGE Tax 1D Murmber
& Legal Business name (Do notinclude special characters suchas ~ L@ # 5, % % &5 00 -+ = 0 W00 = 20 et
» Listof products andiar services (plus NIGP codes if known)

= CopyofBusiness License must be submitted by ane ofthe fallowing methods:

1. Fac  404.893.1758
2. E-Mail vendormaintenance@co.fulton. ga.us

3. Mail:  Fulton County Purchasing Department,
130 Peachtree Street, Ste 1168
Atlanta, GA 30303

e Copyof¥W-89 Forrm must be submitted by one ofthe following methods:

1. Fax: 404.893.1758

2. Mail: Fulton County Finance Department,
Attn: Accounts Payable - W-3,
141 Pryor Street, Ste 7001
Alanta, GA 30303

Click Continue




4. On Search for your company location page, in Company Name field type part of your name or
part of your company’s name.
5. Click Search.
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Search for your company location

help & advice

Meny

our infarmation may already be in our database. All vendor accounts that match your search critenia will appear in the grid below. Note that
the term "Lacation" rafers o a separate vendar account within this application and does nat represent a physical address.

Company Mame :I

HQ Account | Activated

Leqal Hame | Location Hame | AliasDBA
Prey | hest || Last

6. Scroll to the bottom section of the page, if you do see your name or your company’s name, then you
or your company has already registered with us. If you do not see your name or company’s name
click New Registration.
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Yo,y campany s Dfed mitple times »P|ease contact Futon CourtyPurshasing o 40473058010, J
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Click New Registration
Mo, ol et st 3w ccourt » New Registration
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7. On the Memorandum of Agreement page read the terms and then click Accept Terms.
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Memorandum of Agreement

help & advice

Menu

fou mist acceptthe terms of this Memarandum of Agreemant in order to register as avendorwith V8. Ifyou choose notto acceptthese tarms you wil
he retumad 1o the HomePage for Guests.

By subimitting this electronic vandor registration, vou certify and warrant that you are duly autharized, by the Vendor to: (i) register tha Yendur, i) file, on
hehalfofthe Yandar &l ofthe infarmation requestad inthis registration process; and (i) enter into this Agreement on behalf of the Yendor, By
submitting this electranic vendor registration, you herelry agres on behalf of the Vendar and for the henefit of each agency and public body that

1. The Wendor shall use Y35 vendor registration update functionality to update the Vendor's registration information wheneyer necessan to ensure
thatthe registration information remaing accurate and complete atall imes.

2. The Yendor herely warrants that the information provided fry the Vendor through the VS8 registration and Y33 registration update functionality shall
atalltimes be accurate, complete and current, The Yendor further warrants that 2ach agency and public hody shall be entifled at all imes to rely
conclusively on the currency, accuracy and completenass ofthe infarmation the Vendar has provided through the Y33 registration and Y55 reistration
Update functionality as ofthat date even if different information is o has been available to or recaived fy agency of public body personnel through
rmeans ather than the Y53 registration and registration undate functionality.

3. The Yendar understands thatthis website is ulilized by Futton County to nat anly salicit procurement related information bt will e used as
communication ool to inform registered vendars of upcoming events and other public serice type Fulton County announcements.

4. The Yendar understands and accepts the Fultan Cau Click Accept 5 that are provided with all solicitations,
Terms

This Agrement shall remain in effectfor as lonps>
registration at anytime, Inthe event fhe
any contract purchage opds

ndar. All fights are resenved to cancel the Yendar's
5TE BB, T 7 Al remain bound to this Agreement in regard to completion of
e electronic procurementtransactmnthatwas miade or administered inwhole arin partusing V83,

Accept Terms




Step 2: Location Verification

1. In Location Verification section click on drop down arrow next to Verification Location by and
select Use my TIN number.
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er

" Step 1: Create Location ]
Location *erification

Location Information and |
EFT Infortmation Create Location

Emall and Oraanization Inf Thiz page allows you to enter general infarmation about your organization. Fields with a red asterisk (') indicate required fields.

Dizcourt Information
T Sepy Useriformetion || [ PLocation Verification

Step 3. Y9-8 Infarmation Thiz zection will be uzed to establish a pazzword that other locations within your company will be required to uze when
I egiztering a neww location for your company.

18P & ACTOLNT AUMINISIPAL
Step 5 Ordeting Address “erify My Locations by v | Location Password Hint- |

Step 6: Payment Address .
Step 7 Biling Address Yendor Verification Passward Click on drop down button here and

Step & Business Type Usze my TIN Mumnber select Use My TIN number.

Step 9 Service Area Confirm Password ; [Use my DUNS Number YA

Step 10: Commadity. Craate rmy Cwn T

Step 11: Submit Resjstration = Mo Pagsword Required
I

2. Next go to Location Information and Legal Name section.

3. For Organization Type, select Company or Individual. If organization type selected is a compa-
ny, enter your Company Name, if organization type selected is an Individual enter your First
Name, Middle Name and Last Name.

4. Enter Location Name (Enter City only)

5. In Organization Information section, select the appropriate Classification.
Companies should only select Partnership, Incorporated, Nonresident Alien, Trust, Foreign,
Ltd. Liability Corp., Government, Other, or Ltd Liab Partnership
Individuals should only select Individual or Sole Proprietorship

6. Click Next
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" Step 1: Creste Locstion
Location Yerification

Location Information and | ®Location Information and Legal Mame
EFT Information Flease complete this information that will be uzed to define your organization and create your leaal name.
| slent e vendariCustarner : V30000018685 ‘Organization Type :
Digcourt Information . :
Step 2 User Information LegalhName: ffyvour Organization Type Is "indiviciual™ enter wour
Step 3; -3 Information Alias/DBA ] Firat Miciclie, and izst Mames below. Ifyour
Step 4: Account Administrat Crganization Tvoe s "Company” enter Wour Company
Step 5: Ordering Address Location Mame : ! Mame below. This information will be used as vour
Step yment Addrezs Legal Mame.
Step ng Address . i‘—
Step 8: Business Type Firsthame .
Step 9: Service Area - ; !—
Step 10: Commodity Middle:tame:

Step 11: Submit Recistration Last Mame ; i

~ bOrganization Information
Flease complete this additional information that will be used to further define your organization.

‘Classification v
Murmber of Employees v|
Annual Income :

Lacation Web Address |




Step 3: User Information

1. In User Information section, enter a User ID that you will use to sign in, your First Name, Last
Name, Email Address, Phone, Password, Retype your Password, Security Question, Securi-
ty Answer, Retype Security Answer and Fax. TO RECEIVE EMAIL NOTIFICATIONS ABOUT OUR BIDS
YOU MUST ENTER AN E-MAIL ADDRESS. PLEASE WRITE DOWN YOUR USER ID AND PASSWORD TO LOGIN
TO THE SYSTEM AFTER YOU HAVE REGISTERED (PLACE IN A SECURE AREA)

1. Click Next.
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dditional Information

Step 1. Create Locstion

~ Step 2 User Information
User Information f .
— Sos weohiomgion | User Information Enter all of _the |nfor_mat|on request-
Sten & Accourt Admnistrator. Flease establish 3 unigue User 1D (Login IDY and Password. Passwords zn| - €d for user information. ¢ Keep User 1D
Step S Ordering Address and Passward far your records

Step 6 Paymert Address

Step 7 Billing Address rwlser Information

Step & Business Type
Step 9 Service Area *UserID
St 02 copnmediy | Case Sensitive Case Sensitive
Step 11: Submit Registration
‘First Mame : ‘Retype Password ;
‘LastMame: 'Securihf@uestion:| R
*Email : YSRCUNY Answer
‘Phone ‘Retype Security Answer :
Format XXX Fax:

Extension Format KXEEXRR-RNKN

g

Step 4: W-9 Information

1. On the W-9 Information page go to Add New Taxpayer ID Number. Enter your Taxpayer ID
Number, Taxpayer ID Number Type(EIN-For Company’s or SSN-For Individuals), Address,
City, State and Zip

2. Click Next
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Use & Taxpayer D Mumber alresdy on fils by ertering the Taxpayer I© Mumber and Type here. This option may spgply if more than
ne buziness location shares the same Taxpayer D Mumber and is already registered in this system.

U ol v | Taxpayer ID Number-Alraady Registered with Futon County:[ |

Add Mew Taxpayer 1D Mu
Step 4 Accourt Administrat Tapayer ID Mumber Type
Sten 5 Ordering Address

Step B Paymert Address
| ==~ e e ~wAdd New T 1D Mumk
Step 7. Billing Address ooy |

OR add a new Taxpayer ID Number by completing the information below

Step & Business Type

| Stens BusressType T
Step & Service Area TapayerD Number:| Enter your Taxpayer ID Number, Taxpayer
Step 10: Commociity H i
Sten 11 Submil Registration Taupayer ID Murmber Type : | ID Number Type, City, State and Zip

Legal Wame on W9

wadess:[ | Click Next after enter-
ow [ ing above information




Step 5: Account Administrator Address

1. In Address Information section enter Streetl, Street2 (apt/suite), City, State/Province, Zip/Postal
Code, and Phone.
Under Contact Information, Enter Principal Contact person, Email and Phone.

2. Click Next

Acy
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nal Information

Account Administrator Address
Flease enier the address and contact information of the administrator of this account. An Account Administrator Address is reguired for vendor
registration.

Di's notions

rwAddress Information
Fleaze complete the address infarmation below: far your Account Administrator

*Straet 1 : |1222 brighter day *Phone - I449*50E|79E|9
" Format : ¥ K000
Street 2 :I [
Fhone Extension :I
*Ciby - fAtlanta
country: | El
*StatefProvince IGeorgia 'l
*FipiPostal Code IBDBDB

Step 10 Commocdity
Step 11: Subimit Redistration

Additional Address Info.

~=Contact Information
Fleaze complete the contact information below for your Account &dministrator.

*Principal Contact ; IDiann Jones *Phone - I449-BDD-909 Alternate Phane : I

Ernail Farmat : B0 0000 Format s
Fhone Extension -
Correspondence Type :| v[ Alternate Phone Extension |
Faut: I Alternate Fax I

Format KKK Format Xxx-xi_,l

. | .

Step 6: Ordering Address

1. Click the drop down arrow next to “Use the following address as my Ordering Address’ and if all of
your Ordering Address is the same as Account Administrator select Account Administrator.

2. If your Ordering Address is different from the Account Administrator address enter in the appropri-
ate information.

3. Click Next

ssibility Logout

Ordering Address
Fleasze enter the address where we should send your orders. You may either select a previously entered address (e.g. Account Administratar) to be

used asyour Ordering Address or add a new address. An Ordering Address is required far vendar registration.
Contact Information

Cortact Address Di's notions

Use the following address as my Ordering Address | Account Administrator Click the dr
A

- wAddress Information
el & neswy Ordering Sddress by completing the information below

Step 10 Commodity. *Stroat I— I
Step 11: Submit Registration : *Phone :
. Format }CEM00000 c
Street2: I
Fhone Extension : I
*City I
Country =
*StatefProvince I 'l I J ]
*ZipiPastal Code I
Additional Address Info.

7




Step 7: Payment Address

1. Click the drop down arrow next to “Use the following address as my Payment Address” and if all of
your Payment Address is the same as Account Administrator select Account Administrator.

2. If your Payment Address is different from the Account Administrator address enter in the appropri-
ate information.

3. Click Next
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Step 1: Create Location =
Step 2 User Information
Step 3 V-9 Information
Step 4 Account Sdministrator Pa\,fment Address

Step & Ordeting Address Please enterthe address where we should send your payments. You may either select a previously entered address (.9, Account Administrator to
+ Step 6: Payment Address be used ag vour Payment Address oradd a new address. A Payment Address is required for vendor registration,
Address Information
Cortsct Information Di's notions
Cortact Address Use the following address as my Payment Address
Step 7. Biling Address |
Step f Business Type - whddress Information Click on drop down but- [
Step 3 Service Ares Wdd & ey Payment Address by completing the information below. 4

Step 10 Commodity S ] ton and click on Account
Step 1. Subnit Resistration : *Phane Administration
VR l— Farrmat : k- c
Phane Extension :|
*City - |—
Country -
*StaterProvince:I 'l 4 : = J |

Step 8: Billing Address

1. The information on the Billing Address screen is NOT required
2. Click Next

Step 9: Business Type

1. Please read Business Type (Required) information
2. Click Add

Home  Help  Accessibility  Logout
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citional Information

Step 1. Create Location
Step 2. User Information
Step 3-8 Informstion
Step 4 Account Administrator Business Type (Required)
Step & Ordering Lddress Selectthe Business Type(s) to associate to your company. Select only one from category "A - Ethnic Types” if appplicable. Categon: "B" s for
Step 6 Payiment Address Contract Coprmpliance use only, Please do NOT enler any data in categons "8". Under category "C", more than one business category can be selected
Step 7 Biling Address Under category "D Disadvantage Business Enterprise (DBE), if i , only select"D2"
v Step & Business Type
%‘% Mote: Please submitthe Contract Compliance Formis) to be cedified by Fulton County's Contract Compliance Department.
Step 11: Submit Registration

Business Types

A - Ethnic Types

B - For Contract Compliance Use Only

C - Business Categories

D - Disadvantage Business Enterprise (DBE)Y

Business Type | Certification Source | Certification Start Date | Certification End Date



3. Select only one Ethnic Type of owner if known, by selecting the appropriate box.

e it Lzer

AMS ADVANTAGE
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To search foryour Business Tvpe, enter a valid business type and click Browse. Please click the checkhox to the
left ofthe commoadity to select the commaoadity. Wildcard (%) searches are allowed. {e.g. Search of description
using Paper*, finds all cammaodities beginning with the word Paper)

Home

Browse Clear

Business Type : I

African Ametican Female

- Adfrican Ametican hale
- Bsian Male

- Asian Female

A
&

a2

o

& - Hispanic Mals
& - Hizpanic Female

A - Mative American Male

A - Mative American Female
o

- Mot Usahle *Do MOT Choose

) el

A - White Fel

First Frev Next Last

Click Next

OK|| Cancel

4. Click Next until you get to the following screen
5. Select only one Business Type, by selecting appropriate box.

6. Click Ok.

AMS ADVANTAGE
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To search foryour Business Type, enter a valid business type and click Browse. Please click the checkbox to the
left ofthe commodity to select the commodity. Wildcard (%) searches are allowed. {e.0. Search of descrigtion
using Paper®, finds all commodities beginning with the word Faper)

Forms and Addiional Information

Home

Browse Clear

Buziness Tyne :I

(- BrokerDealer

- Construction

- Futton Courty Employes
C - Manufacturer

- Retailer

- Goods and Services
- Cther

C - Meclical

- Professional AzzniOrgn

o ) sl ]
[yl

=1
o
i
=
=
i
£
—
.
i

Select Business Type

Click Ok
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Step 10: Service Area

1. On the Service Area screen this information is Not Required
2. Click Next

Step 11: Commodity

1. Please read the Commodity (Required) information and please select only one commodity code at
this time. You will be able to add more commodity codes after you have registered.
2. Click Add

Home  Help  Accessibility  Logout

ional Information

Step 1: Creste L ocation
Step 2 User Information
Step 3: V-9 Information
Step 4 Lccount Administrstor c°mmoditv (Required)
Shep 5 Ordering Sddress Selectthe Commaodities that best describe the goods and serices your organization provides. Click the ‘Add’ button to view the commodites available
Step B Payment Address foryour selection. Vendors must select comodity code(s) describing the goods or services that they provide in order to receive electronic

Step 7: Biling Address notification of Bids and Postcards.

Step & Business Type

Step 9: Service Area m
~" Step 10 Commodit

Step 11: Submit Registration Commodity | Commodity Description
First]| Prew | MNext || Last

Cancel Registration

3. In the Commodity Description box, type in the service or product your company supplies. For ex-
ample, to search for Paper type an asterisk before the letter P and after the letter r ( *Paper*)

4. Click Browse to search for all commaodities that have the word “paper” has in it.

5. Check the code net to the commaodity that best applies to your company. Click Next to see addi
tional commaodity descriptions to select.

6. After you selected your commodity code, click Ok.
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to complete your search. For example, tipe *cleaning™ to search for all commodities with the word cleaning in it
Click Browese after your entry.

Browse Clear

CommoaditySerice Code :
Commodity Description : ["PAPER®

Commodity Deseription

Enter Commodity Description here
with an asterisk before the description
and after.

| Commnd'serﬁ

Merwrspaper Subscriptions 95650
Mewrspaper & Publication Adverising 91571
Pairting & Wallpapering 91461

Wallpapering Services, Includes Maintenance & Repsir - 91074

Bookbinding Services, Perfect (Paperback Book Type) 0315

Mewespaper Binding [Sevwed), Rebinding, & Repairing 0855

Click Next to go to
next commodities

Tape, Gummed Kraft & Reinforced Paper 83232

Pattern Paper 9560

Paper ftems, Clazsroom: Composition Books, Scraph

| Yy

7043

0K Cancol
10

Paper, Roofing

First Prev Newt Last

=



Step 12: Verify & Submit Reqgistration

1. Click on Submit Registration

2. After you select Submit Registration an error message is displayed at the top of the screen indicat
ing that you have one or more than one error message. If you have one error message that dis-
plays “Congratulations” you have successfully registered your company.

3. If you have more than one error message click on the error to display the error message. Correct
the error is at all possible. Repeat number 3 until all errors have been corrected then click on Sub-
mit Registration again
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Forme and Addtionsl Infatmtion

Step 1: Creste Location
tep 2 Uzer Infarmation
atep 3 W3 Infarmation
=tep & fecount Administstor — Verify & Submit Registration
etep & Ordering Adcress (:lick the ‘Submit Registration’ buttan to cornplete your on-ling registration. You may review your registration prior to submiting it by clicking on the
=tep B: Paymert Addess ‘Back' button or navigating through the registration pages on the et menu. Completion of your registration process is codingent upon finsl receint of a
=tep 7 Billng Address copy of your cormpany's husiness license by the Purchasing Depattment and 3 copy ofyou -3 form by the Finance Depattment,
tep & Business Type
| YEED e | Submit Registration

i | StntRegistlin |
 Step 1. Subrit Recisralon N

Click Submit Registration

Cancel Registration

1. If you continue to have problems and require further assistance, please call Diann Wathing
ton, Vendor Coordinator at (404) 730-1100.
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