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.

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.

Guests
Registered Users
. Manage my account g
. Activate my account
. Add my company

. Add my location to existing account
User Name : | . Create User ID for existing account
Password | =
_ Public Access
. View Posted Solicttations

Forgot Your Pasaword? Click Here . Viewv vendor to vendor solicitation comments:

3. Read the information on the Registration Requirements page then scroll to the bottom of the page
and click Continue.

FULTON COUNTY, GA Aecessibilty

t Uzer

Logout

AMS ADVANTAGE

Tax 1D Mumber
& Legal Business name (Do notinclude special characters such as ~ L@ # 5, % % &5 00 -+ = 0L L0 L L = 20 et
e Listof products andiar services (plus NIGP codes if known)
= CopyofBusiness License must be submitted by ane ofthe fallowing methods:
1. Fax 4048931747 4042241426 or 4047300358
2. E-Mail vendormaintenancef@co.fulton. ga.us
3. Mail:  Fulton County Purchasing Department,
130 Peachtree Street, Ste 1168
Aflanta, GA 30303

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

1. Fax:404.730.0352

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

Click Continue



http://fultonvendorselfservice.co.fulton.ga.us/�

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.

Help  Accessibllity  Logout

: : FULTON COUNTY, GA .

Forms and Addtional Information

Welcome, Guest User Business Opportunties  Yendor Redistration

AMS ADVANTAGE

Search for your company location

help & advice

Meny

Your infarmation may already be in our database. All vendar accounts that match your search criteria will appear in the grid below. Note that
the term "Location" refers to a separate vendor account within this application and does not represent a physical address.

Company Name |

| Legal Name | Location Hame | Alias/DBA | HO Account | Activated | |
First] | Prev | Next | 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.

£ FULTON COUNTY, A

s Yendar Recistration - Fonng and Adelfional nfotmation

AMS ADVANTAGE o i
Yo,y campany s Dfed muitle ties »P|ease contactFuton CourtyPurshasing o 40473058010, _

Bt da not ko which recardto acdiate : ——
Click New Registration
Mo, [l et st 3 new ccourt » New Registration

Legal Name Location Name AliasDBA HQ Account | Activited

Actvate Accourt
A Locafion

Arfivate Aerniint

¥ (JDGE) COY TENPLES Ciaton e o



7. On the Memorandum of Agreement page read the terms and then click Accept Terms.

ULTON COUNTY, GA fome oy sty Logo

Welcome, Guest User

Forms and Addtional Information

AMS ADVANTAGE
Memorandum of Agreement

help & advice

Menu

You must acceptthe terms of this Memorandurm of Agreement in order fo register as a vendor with VS8, Ifyou choose notto accept these terms you wil
be refumed to the HomePage for Guests.

By submitting this electronic vendor registration, you certify and warrant that you are duly authorized, by the Yendor to: (i) register the Vendor, (i) file, on
hehalf ofthe Vendor, all of the information requested in this registration process; and (i) enter inta this Agreement on behalf of the Vendor, By
submitting this electronic vendor registration, you herehy agree on hehalf of the Vendor and for the henefit of each agency and public hody that

1. The Vendor shall use VS5 vendor registration Update functionality to update the Vendor's registration Information whenever necessaryto ensure
thatthe registration information remains accurate and complete at all imes.

2. The Vendor hereby warrants that the information provided by the Vendar through the VS8 registration and VB3 registration update functionality shall
atalltimes e accurate, complete and current. The Vendor further warrants that each agency and public hody shall be entitied at all times to rely
conclusively on the cunency, accuracy and completeness ofthe infarmation the Vendor has pravided through the VS registration and V88 registration
Undate functionality as of that date even if different information is ar has been available t or received by agency or public body personnel through
means other than the V38 registration and registration Update functionaliy.

3. The Vendor understands that this wehbsite is utilized by Fulton County to not only solicit procurement related information but will be used as a
communication toolto inform registered vendors of upcoming events and other public senvice type Fulton County announcements.

4, The Vendor understands and accepts the Fulton Cou ClichAccept s that are provided with all solicitations.
erms

This Agreement shall remain in effectfor as lo
registration atany time. [n the eventihs
any contract, purchase os

ndor, All rights are reserved to cancel the Yendor's
58 all remain hound to this Agreement in regard to completion of
arelectronic procuremennransattlon that iias made or administered in whole of in part using V8.

Accept Terms




Step 2: Location Verification

1.

¥ Step 1: Create Locatio A

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

FULTON COUNTY, GA

ser ) ortunties  endor

ocation Verificatiol

____ Locafion nformafion and|
EFT Infotmation Create Location

_ Emall and Organization Inf This page allows you to enter general information ahout your organization. Fields with a red asterisk (*) indicate required fields,
SQM :zﬂselrn: L;rgrzm égg ~wlocation Verification

Step 3 W.8 Information Thi§ segtion will be usgd to establish & password that other locations within your company will be required to use when

Step 4 Accourt Administ registering & new location for your company.

ste : derin ‘*:'e:: “Verify My Locations by : | Lacation Password Hint - |

St_:mn;ﬁ\dﬁ: Vendor Verification Password ; Click on drop down button here and

Sten & Business Type Use my TIN Number select Use My TIN number.

Step 9: Service Area confirm Password : |Use my DUNS Number 2

Step 10; Commoity Create my Own T
e ..., Lo Faseword Required

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

3. For Organization Type, select Company or Individual. If organization type selected is a com-
pany, 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

¥ Step1: Creste Location 4| |

EFT Information Please complete this information that will be used to define your organization and create your legal name.

FULTON COUNTY, GA

st User Business Opportunities  Vendor Redistration  Forms and Additional Information

Locati ifi
cation | i -wlocation Infformation and Legal Name

| Emalland Oraanization int VendorCustormer : VS0000018685 *Organization Type :
iscount Inf ion

Step 2: User Information Legal Name: If your Organization Type Is "Individual" enter your

Step 3: W-9 Information Alias/DBA : ] First Middle, and iast Names below. If vour

Step 4: Account Administrat Qrganization Type is "Company" enter your Company

Step 5. Ordering Address Location Name : ] Name below. This Information will be used as your
Step 6: Payment Address Legal Name.

Step 7: Biling Address .
Step 8: Business Type First Name : I

Step 9: Service Area Middle Name :

Last Name : l—

Company Name : [ ‘

- bOrganization Informatior
Please complete this additional information that will be used to further define your organization.

*Classification : v

Number of Employees : | v]
Annual Income : v
Location 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, Secu-
rity 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)

FULTON COUNTY, GA Home  Halp  Accassibilty  Logout

dditional Information

Step 1. Create Location

~ Step 2 User Information
User Information f .
— Sos weohiomgion | User Information Enter all of the information re-
Sten 4 Account Administrator Please establish a unigue User 1D {Login IDY and Password. Passwords an| qUeSIed for user information. ¢ Keep User D
Step 5 Ordering Address and Passward far your records

Step 6 Paymernt Address

Step 7. Billing Address rwlser Information

Step & Business Type
Step 3 Service Area ‘UserlD I
Sl 13 Cobmdiny Case Sensitive Case Sensitive
Step 11: Submit Registration
‘First Mame : I ‘Retype Password ; I
‘LastMame: I *Security Guestion : | R
'Email'l 'SecuriwAnswer:l
‘Phone I ‘Retype Security Answer : I

Format XX Fax: I
Extension I Format KXEERRRNKN

wiard :I

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

Home  Help  Accessibilty  Logout

= “endor Registration  Forms and Addiional Information

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

U i Lo | Taxpayer ID Number-Alraady Registered with Futon County:[ |

Add Mew Taxpayer 1D Mu
Step 4 Accourt Administrat Tapayer [0 Mumber Type
Step 5 Ordering Address

Step 6 Paymert Address
Step 7 Biling Address

rwAdd New Taxpayer ID Numt
OR add & nesw Taxpayer ID Number by completing the infarmation below: |

Step & Business Type

| Stens BusressType T
Step© Service Area TapayerD Number:| Enter your Taxpayer ID Number, Taxpayer

Step 10: Commodty:

[ el S s ] Taxpayer ID Numberwpe; | 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
FULTON COUNTY, GA

er

Home Help  Accessibllity  Logout

Business Opportunities  Yendor Registration  Forms and Additional Information

Account Administrator Address
Please enter the address and contact information of the administratar of this account. An Account Administratar Address is required for vendor

Step 3: W-8 Information
IE registration.

& 4 Acc ini 2
Address Information
Contact Information
Contact Address

Step 5: Ordering Address:
- Step6 Pavmet Adcvess |

ep B:

Di's notions

-wAddress Information
Please complete the address information below for your Account Administrator.

Step 7: Biling Address

*Street 1 : |1222 brighter day

“Phone |449-BUD-909

Step 8: Business Type . Format : 3OO cll

Step 9: Service Area Street2: | o

Step 10; Commodity ey Phone Extensmn.l

City ! |Atlanta
: Country : I =l
*StatefProvince ; Wﬂ _'
*Zip/Postal Code : |30303

Additional Address Info. :

~wContact Information
Please complete the contact information belowy for your Account Administrator.

*Principal Contact : |Diann Jones Phone IAAB-EDD-QDQ

Email ; | Format : XRESOOEKK
Phone Extension l fame
Correspondence Type : | '.l Alternate Phone Extension : |

Fax: ’— Alternate Fax: I—

Format XXX-XXX-XXXX Format XXX
“ | . I_‘

Step 6: Ordering Address

Alternate Phone : |

Format XXX-X*

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

Home

Help  Accessibility  Logout

FULTON COUNTY, GA

Guest User

Step 1: Create Location

Step 2: User Information

Step 3: W-9 Information

Step 4 Accourt Administrator
¥ Step & ring Add

| Aditessinformation

Business Opportunities Forms and Additional Information

Ordering Address
Please enter the address where we should send your orders. You may either select a previously entered address (e.g. Account Administrator) to he
used as your Ordering Address or add a new address. An Ordering Address is required for vendor registration.

Contact Information
R Coact At

Ci Di's nations
: 25 Use the following address as my Ordering Address : | Account Administrator 3 i
Step 7. Blling Adress 8 ¥ g Click the drop down button and select
Step 8 Business Type -whddress Informaton——————————— L Account- Administrator ——————
Step 9: Service Area dd a new Ordering Address by completing the information below.
R T Street 1 :| B :|
. Format XXX-XXX-XXXX ¢
Street2; | 8
Phone Extension : |
*City : |
Country v
*State/Province : | -] I —] -

*Zip/Postal Code : |

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

Home Help  Accessibllity  Logout

FULTON COUNTY, GA

ser Business Opportunities

Yendor Redistration  Forms and Addtional Information

Step 1: Create Location
Step 2: User Information
: Y-8 Informati
Step 4: Accourt Administrator Payment Address
Step 5 Ordering Address Please enter the address where we should send your payments. You may either select a previously entered address (e.g. Account Administrator) to
+ Step & Payment Address be used as your Payment Address oradd a new address. A Payment Address is required for vendor registration.
Address Information

Contact Information Di's notions
Contact Address _ Use the following address as my Payment Address : ([ U A EI =
Step 7 Biling Address ; |
St gSe .| SSA( . A:: ::resvs:aln:\l;:;nﬂ?;ggssb completing the information belo 4 Click on drop down but-
ep 9. Service Area i y infor W, t R
I erar—a on and click on Account
[ Seof0Comaity e o T Administrati
Step 11: Submit Registration Phone ; ministration
Street 2 : I_ Format: Xi<k- C

Phone Exension ;|
*City: | | _J

Country : v
*StatefProvince ; | 'vl =

—_— [ =
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

L
FULTON COIJ-NTY’ (G7- Home  Help  Accessibility  Logout

edistration  Forms a

delitional Information

Step 1. Create Location
Step 2. User Information
Step 3-8 Informstion
Step 4 Account Administrator Business Type (Required)
Step S Ordering Address Selectthe Business Type(s) to associate to your company. Select only one from category "A - Ethnic Types” if appplicable. Calegons "8" s for

Step B Payment Address Contract Copmpliance use only. Please do NOT enter any data In categons "B". Under category "C", more than one business cateqory can be selected

Step 7 Biling Address Under category "D Disadvantage Business Enterprise (DBE), if i , only select"D2"
¥ Step & Business Type

Slep 9. Service Area

Stewp 10: Commociity:

Step 11: Submit Reqistration

Mote: Please submitthe Contract Compliance Formis) to be certified by Fulton County's Contract Compliance Department.

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.

FULTON COUNTY, GA Home  Halp  Accassibilty  Logout
e :t zer o A i o "

AMS ADVANTAGE

~
To search foryour Business Type, enter avalid business type and click Browse. Please click the checkbox to the | |
left ofthe commoadity to select the commadity. Wildcard (%) searches are allowed. {e.g. Search of description
using Paper, finds all cormmadities beginning with the ward Paper)
Browse Clear
Business Type :I
[ - african fmerican Female
[ & - African American Male
[0 &- asian Male
[ & - asian Female L
[ & - Hispanic Male )
[] & - Hispanic Female
[0 & - wative American Male Cl |Ck Next
[ & - mative American Female
[ & - maot Usable *Do MOT Choose
[ & -white Fe
First Prev Next Last
v

e | =

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

FULTON COUNTY, GA Homs  Hap Acessibity  Logout

Forms and Addiional Information

AMS ADVANTAGE

123

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)

Browse Clear

Busziness Tyne :I

- BrakerDealer

Select Business Type

- Construction

- Futton Courty Employee

- Manufacturer

- Retailer

- Goods and Services

- Cther

Click Ok
C - Medical

- Professional AzzniOrgn

2wl sl
[yl

=1
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=
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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  Accessibillty  Logout

Business Opportunities  Yendor Redistration  Forms and Additional Information

W-9 Informati

court Administrator Commodity (Required)
Selectthe Commodities that best describe the goods and services your organization provides. Click the ‘Add' button to view the commodites available
foryour selection. Vendors must select comodity code(s) describing the goods or services that they provide in order to receive electronic
notification of Bids and Postcards.

\Commodity Commodity Description
First|| Prev || blext | 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 commodities 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.

FULTON COUNTY, GA Home  Help Accessiilty  Logout

{Come et

AMS ADVANTAGE

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 Cade :I
Commodity Description : I*PAF'ER*

Commodity Deseription

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

| Commnd'serﬁ

Mewrspaper 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

| Y e

7043

OK|| Cancel

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

- S FULTON COUNTY, GA

el 3 unities Y ion  Forms and Addtional Information

Step 1: Create Location

Sten 2 User nformation
| Step 3 W-9 Infarmation
| Sted: Accourt Adninistator.  Verify & Submit Registration
| Stend Ordering Addbess Clickthe 'Submit Registration button to complete your on-fine registration. You may review your registration prior to submitting it by clicking on the
| Step 6 Payment Adoress Back' hution or navigating through the registration pages on the left menu. Campletion of your registration process is contingent upon final receipt of a
| Sten7:Bilng Address copy of your company's business license by the Purchasing Deparment and a copy ofyou -8 form by the Finance Department.

Step & Busiess Tyne

Stend Service Area Submit Registration

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.

11
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