
 

 

 

This quick reference guide demonstrates how to create a new vendor account on the Wake County Vendor Self-Service (VSS) Portal. If 

you have questions about the portal or have technical issues, please call (919) 856-6120 Monday through Friday between 8:30 a.m. and 

5:15 p.m. For Vendor Registration questions, email VSSVendor@wakegov.com. For Solicitation questions, contact the individual listed 

on the Solicitation documents. 

1. Using the Chrome internet 

browser, go to 

https://vss.wakegov.com  

 

2. Click Create Account in the top-

right corner of the screen. 
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3. On the Create Account page, 

complete the required fields. 

 

Note: Once you enter your email 

address, the ‘Send Verification Code’ 

button will appear. 

 

Click Send Verification Code. 

 

 

 
4. You will see a confirmation that the 

email verification has been sent.  

 

Click Continue. 

 
 

5. Retrieve the email verification code 

from your email and enter it into 

the Email Verification Code field. 

 

Read the User Agreement Policy 

and check the box to agree. 

 

Click Continue. 

 
 



 

 

6. Click Continue 

 
 

7. On the Search for Existing Account 

screen, in the Search Type section, 

select Company or Individual. 

 

Enter the information requested 

and click Search. 

 
 

8. The search results will display 

underneath the information you 

entered.  

 

Note: There is a “Has your account 

been found and listed above” 

section to help guide you. 

 

If no results have been found, click 

New Registration at the bottom 

of the screen. 

 



 

 

9. On the Business Registration screen, 

complete the requested 

information in the Account 

Information section. 

 

Note: Scroll down the page to 

ensure you complete all required 

information. 

 

When you’re ready, click Continue. 

 

 
 

10. Complete all requested information 

in the Address Information 

section. 

 

When you’re ready, click Continue. 

 
 

11. Complete all requested information 

in the Business Information 

section, including selecting all of 

the goods and services 

(commodities) you provide and all 

business types and designations 

that apply to your organization. 

 

When you’re ready, click Continue.  



 

 

12. In the Summary Information 

section, review the information 

you’ve entered. If you need to edit 

any information in a section, click 

the Edit button that corresponds 

to the section. 

 

When you’re finished, click 

Submit Registration. 
 

13. You will see a confirmation screen 

that your vendor registration was 

submitted successfully. Please 

make a note of your Vendor Code. 

 
 

 

 

 


