=l CREATE A NEW VENDOR ACCCOUNT

WAKE  Wake County Vendor Self-Service Portal Quick Reference Guide

COUNTY

NORTH CAROLINA

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- [ . yeerlP Password S :
. Create Account
right corner of the screen. wy | Wake County m 2]

Forgot Password?

Welcome to Wake County Vendor Self Service T

What would you like to do?
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Register Your View Published Download Vendor Contact Us View Latest >
Vendor Account Solicitations Forms Announcements
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Register a new vendor account, or find and activate your existing vendor account already on file.



mailto:VSSVendor@wakegov.com
https://vss.wakegov.com/

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.

*User ID
JBElectric

* First Name

John

Fax Number

* Security Question

Where were you born?

* Security Answer

* Last Name

Bell

* Password

Fair Password

* Confirm Security Answer

* Phone Number

919-555-0011

* Confirm Password

* Email

@gmail.com

ﬁ Send Verification Code

You will see a confirmation that the
email verification has been sent.

Click Continue.

Confirmation

° Email Verification code has been sent

Check your email address for the verification code and click Continue to

proceed.
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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.

Create Account

* First Name

John

Fax Number

* Security Question

Where were you born?

* Security Answer

* Email Verification Code

* Last Name

Bell

* Password

Fair Password

* Confirm Security Answer

I 02887638229216861543

I (%] * | agree with User Agreement Policy Click Here

* Phone Number

919-555-0011

* Confirm Password

* Email

@gmail.com

Resend Verification Code

M




Click Continue

Completed: User Sign Up X

Next Step: Search for your account in our existing vendor
records.

Click Continue to proceed to a search page where you can verify whether
you have an existing account in our vendor records or whether you need to
start a new registration. At this point, your progress will be saved at every
step and can easily be accessed by signing back in if you log off or close
your current session.

On the Search for Existing Account
screen, in the Search Type section,
select Company or Individual.

Enter the information requested
and click Search.

m To activate your account you must have a vendor code. This page will help you to determine whether or not you have one. You will not be able to create a new code if one already exists. If the account

exists it will be designated as a company or individual based on the information you previously provided.

Please select one of the search options below to determine if you already have a vendor code:

« For companies, if you have Employer Identification Number(EIN), first search by your Taxpayer Identification Number(TIN) before searching by Legal Business Name.

« For Individuals, enter your Last name and the last four digits of your Social Security Number (SSN).

1

Search Type
(® Ccompany

Individual

Taxpayer Identification Number

Legal Business Name

135792468

[2)

l JB's Electrical Supply

00—

Reset

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.

The following exists for the information you entered.

0 Records

Vendor Number & Legal Business Name &

View per Page- @ 50 100

Alias/DBA Name Activated

No Records Found

<

Page 0 of 0

>

Has your account been found and listed above ?
- Yes, but itis already registered
Please select "Contact your Administration’ from

the three dot ellipse next to your account record
1o determine who you need to contact for access

Yes, but it is not yet registered

Please select "Activate your Account”
from the three dot ellipse next to your account record
1o initiate the process for activating your account

No, register now

Please select "New Registration’ button to create a
vendor code and account

+ Yes, but registration is already in progess

Please select "Continue Registration”
from the three dot ellipse next to your account record
tolagin and continue activate your account




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.

B US| ness Reg |Strat|on ﬁ m Submit Question Cancel Registration

* Required fields

Account Address Business Summary
Information Information Information Information

|1| Share with us basic information about your business. Based on the data you prévide, additional fields and sections might be displayed so we can gather all the required information about your
business.

v Account Information

* Organization Type * 1099 Classification * Taxpayer ID Number Type

- Select - v - Select - ~ - Select - ~

10.

Complete all requested information
in the Address Information
section.

When you're ready, click Continue.

BUS| ness Reg|8t rat|on m ‘Submit Question Cancel Registration

Account Address Business Summal
Information Information Information Informafjon

Please verify your business address and contact information. You can update any of the below fields and if an address type or designated contact is different, please click on it and update with the latest information so we
have accurate information on file for your business.

v Primary Address

* Street 1 Street2 * City

400 Foundry St Athens
* State/Province * Zip/Postal Code * Country

Georgia ~ 30601 United States of America v
County Phone Phone Extension Additional Address Info

- Select - v 919-555-0011

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.

m Save & Close Submit Question Cancel Registration

* Required fields

Business Registration

Account Address Business Summary
Information Information Information Information

Provide any additional information about your business. The information you provide here will ensure that your account will be reviewed and activated in a timely manner and that we can
accurately identify you for any potential business opportunities published to the site.




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.

o 8 John Bell

Summary
Information

-
@ Wake County 1

Business Registration

Cancel Registration

Account
Information

Address
Information

Business
Information

|1| Please review the below to verify all the information is accurate and complete. Click the Submit Registration button to complete the registration process and create your account.

13.

You will see a confirmation screen
that your vendor registration was
submitted successfully. Please

make a note of your Vendor Code.
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wwe  Wake County

COUNTY

o 8 John Bell
Go to Homepage

@ 1 0of 1: Transaction submitted successfully =1

Congratulations!

° You have completed the registration process. You now have access to the Vendor Self Service application as a fully registered vendor. Please contact
VSSVendor@wakegov.com for EFT Authorization Form and Instructions. For questions, contact Wake County Finance at (919) 856-6120.

[Your Vendor Code Is vs0000102003| “m—

Please save your Vendor Code for future reference

The following registration forms are available for you:

™ Wake's W-9 Substitute Form




