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Integrated Resource Information System

IRIS

State of Alaska

Vendor Self Service (VSS)

Account Information

This document provides information, descriptions of individual pages and functionality within each of
the sub-tabs (Summary, Business Info, Addresses & Contacts, Users, Commodities, and Business

Types) for the “Account Information” Tab.

For additional information you can use the “View Frequently Asked Questions” link (sample screen
shots provided), the “Help” link at the top of each page or contact the Help Desk.

Note: Most edits that you make to your account will not be finalized until after they have been verified
and approved by the Division of Finance in the Department of Administration.

Account Summary — This page displays a summary of your account information.
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Help Center
See Below

Jhis page displays a summary of your account information. Ifyou have any questions please contact your Primary Account Administrator or submit a question using the “Help" link at the top ofthis page |

¥ Announcements
Type Date Message

w Primary Account Administrator

Primary Account :
Phone :

w Account Information
Vendor Code :

Legal Business Name :

v EFT Information

Email:

Vendor Status : Active
1099 Reportable : Yes

are system to alert you of
relevant information pertaining to your vendor account.

Initially your first account administrator will be the person who
activated an existing account or created a new account. For
additional information go to Users sub-tab.

Existing vendors retained their current vendor code. New
vendors will be assigned a VSS vendor code. For additional
tion go to i ion sub-tab.

EFT Information may be entered at an account level or at the payment address level. Ifthe Address Level field displays a value of ‘At least one address has address-specific EFT Information’, navigate to the Addresses page to

view the EFT Status for each address.

Account Level EFT Status : Eligible for EFT

Address Level EFT Information Available : No

+ Prevent New Spending

For account level i ion sub-tab and for address
level |nfurmat|on go to Addresses & Contacts sub-tab.

Prevent New Spending may be applied at the account level. This section indicates if new spending is allowed atthe account level. This feature is set by the Division of Finance.

Account Level : No

v Payment Withholding | EXISTING PAYMENT HOLD - amount of a contract that is held to be released at a later date (Financial Ti i Tab in the Ag:
Existing Payment Hold: No sub-tab or Scheduled Payments sub-tab). 1099 BACKUP WITHHOLDING - The IRS requires that payers withhold taxes if you have
1099 Back " submitted an incorrect taxpayer id or incorrect name, or a combination of both (Financial i Tab in the Tax ion sub-tab).
ckup :

v Financial Balance Overview

Open Agreements/Awards : §7,271.16
Scheduled Payments : §120.24
Total Payments Issued : $40,117.26

Total Payments Issued (Calendar Year) :

Total Payments Issued (Prior Years) : $40,117.26

y of financial i tion for awards delivery
orders or purchase orders), payments pending and issued. And,
total payment for calendar year and prior years.

FAQ page

Account Summary

o What is Backup Withholding?

The Intemal Revenue Senice raquires that payers withhold taxes if you have submitted an incorract Taxpayer Identification Number or Incorract Name, ar a combination of both. This process is ealled Backup Withholding

o WWhat is the Vendor Status?

Your Vendor Status may be Active or Inactive_If the status is Active, you have been certified to enter into agreements and receive payments_ If the status is Inactive you have not been certified yet

« What are Announcements?

These are system generated messages to alert you of relevant information pertaining to your vendor account. These messages can be sent to a specific vendor, group of vendors. or all vendors in the system.

Help Center

Help Center Home
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Account Information

The Account Information is not available if you entered VSS as a Guest. This tab contains the following sub-tabs

Click on each link to accesses frequently asked questions for each sub-tab




VSS — Account Information

My Business Information — This is your business information. The buttons described below are
conditionally displayed based on your organizations system settings. Contact your Primary Account
Administrator if you have questions regarding these buttons. Select the “Update” button to modify your
general information. Select the “Change TIN” button to change your Taxpayer ID. Refer to the FAQs to
modify your organization information. Select the “Pending 1099 Additions” button to display requested
TIN changes are not approved yet. Select the “View Pending Changes” button to display other business
information changes that are awaiting approval.

Home | Help | Accessible Help | SiteMap | Privacy Policy | Logout

-2 et s ompEtEes olgmicn oSS0t
‘Welcome Summary Business Info Addresses & Contacts ] Users ] Commodities ] Business Types
View Frequently i H
Yiw fismeniy My Business Information

This is your Business Information. The buttons described below are conditionally displayed based on your organizations system settings. Contact your Primary Account Administrator if you have questions
Click here for regarding these buttons. Select the ‘Update’ button to modify your general information. Select the ‘Change TIN' button if you need to change your Taxpayer ID. Refer to the FAQs to modify your organization
2 Select the Pending 1099 Additions’ button to display requested TIN changes that are not approved yet. Select the 'View Pending Changes' button to display other Business Information changes that
FAQs specific are awaiting approval.
to this page.
See Below

Update View Pending Changes Pending 1099 Additions Change TIN Pending Changes : [

T8 pownloas substiute w-o certiication Form

v Headquarters Information T
Headquarters Legal Name : Franchise Account : No L
Headquarters Account Code : Headquarters Web Address :

Click here to print copy of W-9 to fax any

: I : o 3
1099 Status : Catalog DUNS requested changes to the Division of Finance.

Taxpayer ID Number :
Taxpayer ID Number Type :

~ Organization Information

Organization Type : Company Foreign Tax
Classification : LLC filling as Sole Prop W-gFo
Location Name : Ordering DU
Location Web Address : Internet Catal

Number of Employees : Preferred Ordering Method :
Annual Income : Pcard Acceptance Level :

v Legal Name Information
Legal Name on W-9: Name on Check : Both
Alias/DBA (Business Name) :

+ 1099 TIN Information
Taxpayer ID Number : 1099 Reportable : Yes
Taxpayer ID Number Type :

< Legal (1099) Address Information
Street1:
City:
State/ Province :
Zip/Postal Code :

v EFT Information
ABA Number : Account Number :
Routing ID Number :
EFT Status : Eligible for EFT
Account Type :
Remittance Advice Transmission Mode :

+ Discount Information

Number of Days 1: Discount Percent 1:
Number of Days 2: Discount Percent 2 :
Number of Days 3: Discount Percent 3 :
Number of Days 4 Discount Percent 4 :

* Indicates a required field

FAQ page

My Business Information

o What is Headquarters vs._a Child Account?

» Am | required to download the Substitute W-9 Certification Form and submit it?

 WWhat is the process for updating My Business Information or Changing TIN?

 How do | add a new location that should have separate business »

 How do | determine the status of my changes or additions?

© What is a Govemment Entity?
© What is the Location Name?
« What is an ABA Number?

o What is the Account Type?

« What is Remittance Advice?
© What is an Account Number?
« What is a Routing Number?

© What is the EFT Status?

Related Topic(s):
« Update My Business Informatior
o Change Taxpayer dentification Number

 View Pending Changes




VSS — Account Information

Update — You can make changes to your information by typing your updates into the fields and select
the “Save Changes” button to submit your request for approval by the Division of Finance. A red star
denotes a required field. This page reflects your latest submitted changes, select the “View Pending
Changes” button on the main page to see a detailed list of your requests and whether they are awaiting
submission, are being reviewed or have been approved or rejected.
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My Business Information Click here to display fields to make -
changes to your information.

This is your Business Information. The buttons,
regarding these buttons. Select the ‘Ui
information. Select the Pending
are awaiting approval

I ! View Pending Changes Pending 1099 Additions Change TIN Pending Changes : [~

' powntoad substiute w-9 ertication Form

fibed below are conditionally displayed based on your organizations system settings. Contact your Primary Account Administrator if you have questions
ftton to modify your general information. Select the ‘Change TIN' button if you need to change your Taxpayer ID. Refer to the FAQs to modify your organization
dditions’ button to display requested TIN changes that are not approved vet. Select the View Pending Changes' button to display other Business Information changes that

kgﬁ‘

Welcome

View Frequently
Asked Questions

Home | Help | Accessible Help | SiteMap | Privacy Policy | Logou
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Summary Business Info Addresses & Contacts | Users | Commodities | Business Types

Update My Business Information Page

Edit the fields below to request the change of your information, and click the ‘Save Change’ button to submit the request. A red star denotes a required field. This Screen reflects your latest submitted changes, please use the]
'View Pending Changes’ button on the main page to see a detailed list of your requests and whether they are awaiting submission, are being reviewed or have been approved or rejected.
Goneer

Headquarters Account Code : Verify My Locations by :

click here to save changes or cancel

+ Headquarters Information

* Create My Own -
1099 Status : Yes
Vendor Verification Hint :
Franchise Account: — Provide Authentication C
Headquarters Web Address : Vendor Verification Password: yq 4 see
Please include htip//or htips/  Confirm Verification Password :
Catalog DUNS :

» Organization Information

Organization Type : Company Foreign Tax ID :
* Classification : 1 Find . -
LLC filling as Sole Prop Ordering DUNS :
Location Name
9 digits (no dashes)
Location Web Address : Internet Catalog :
Number of Employees : - Please include htip:/ or hitps:/
Preferred Ordering Method : v
Annual Income : -
Pcard Acceptance Level : B
» Legal Name Information
Legal Name on W-9 : Name on Check: oy v

Alias/DBA (Business Name) :

» 1099 TIN Information
Taxpayer ID Number : 1099 Reportable : Yes
Taxpayer ID Number Type :

Plesse note that your TIN Type is determined by your Classification.

» 1099 TIN Information

Taxpayer ID Number : 1099 Reportable : Yes
Taxpayer ID Number Type : EIN

Plesse note that your TIN Type s determined by your Classification.

» Legal (1099) Address Information
“Street1:

“City: ANCHORAGE
* State/Province : Ajaska -

“ZiplPostal Code : go5034137

v EFT Information
ABA Number : Find Account Number :

Routing ID Number :

AccountType: Checking + 1
Remittance Advice Transmission Mode :

» Discount Information

Number of Days 1: Discount Percent 1:
Number of Days 2: Discount Percent 2 :
Number of Days 3 : Discount Percent 3 :
Number of Days 4 : Discount Percent4 :

“Indicates required fields




VSS — Account Information

View Pending Changes — Displays updated address records that have not yet been reviewed and
approved by the Division of Finance. A status of “New Change” indicates that the record has yet to be
submitted to our financial system for approval. A “Pending Approval” status indicates that the record has
been submitted to our financial system and is awaiting approval.

tome | Help | Accessible Help | Site Map | Privacy Policy | Logout
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Business Types

Summary Business Info Addresses & Contacts | Users | Commodities

Welcome
Z‘:A\eldféeueus:;‘ns My BUSiness Information | Click here to view pending changes. |

This is your Business Information. The buttons described bgidf are conditionally displayed based on your organizations system settings. Contact your Primary Account Administrator if you have questions
regarding these buttons. Select the ‘Update' button to madfy your general information. Select the ‘Change TIN' button if you need to change your Taxpayer ID. Refer to the FAQs to modify your organization
information. Select the Pending 1099 Additions' butipffto display requested TIN changes that are not approved vet. Select the 'View Pending Changes’ button to display other Business Information changes that

are awaiting approval

Pending Changes : [~

[Update I View Pending Changes || Pending 1099 Additions | Change TIN |

B Download substiute w-a ertiication Form

tome | Help | Accessible Help | Site Map | Privacy Policy | Logout
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Users | Commodities | Business Types

Welcome Summary Business Info Addresses & Contacts

Asked Questions View Pending Changes

This View displays updated address records that have not yet been reviewed or approved by our Organization. A status of New Change' indicates that the record has yet to be submitted to our financial system for
approval. A Pending Approval status indicates that the record has been submitted to our financial system and is awaiting approval

Attribute Changed Change Entered By Change Entered On  LastUpdated On  Oid Value MNew Value Modified Area  Status

Clicking here will take you back to Update My Business

4 _I —, —I / | Information Page. See screen shot above.
|

[Back] Update Pending Changes
Attribute Changed :,7 Old Value : %
Change Entered By:[— NEwVaIue:[i
Change Entered On :,— 0ld Memo Value :
Last Updated On :,7
Modified Area :,—
Status :'7

New Memo Value :

Pending 1099 Additions — Displays all new 1099 records entered for your account that have not yet
been reviewed and approved by the Division of Finance. A state of “New Change” indicates that the
record has yet to be submitted to our financial system for approval. A “Pending Approval” status indicates
that the record has been submitted to our financial system and is awaiting approval.

Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout
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Weicoms Summary Business Info Addresses & Contacts | Users | Commodities | Business Types

View Frequently i i - 2 . ey .
My Business Information Click here to view pending 1099 additions.

Asked Questions

Yy displayed based on your organizations system settings. Contact your Primary Account Administrator if you have questions
mation. Select the ‘Change TIN' button if you need to change your Taxpayer ID. Refer to the FAQs to modify your organization
changes that are not approved vet. Select the 'View Pending Changes' button to display other Business Information changes that

This is your Business Information. The buttons described below are conditiong
regarding these buttons. Select the ‘Update® button to modify your general inf
information. Select the Pending 1099 Additions’ button to display requested T]
are awaiting approval

v

Update View Pending Changes I Pending 1099 Additions | I Change TIN Pending Changes : [~

B powntoad substiute -9 certiication Form

Home | Help | Accessible Help | SiteMap | Privacy Policy | Logout
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| Business Types

Users | Commodities.

Summary Business Info Addresses & Contacts

Welcome

R Pending 1099 Additions

Asked Questions

This view displays all new 1099 records entered for your account that have not yet been reviewed and approved by our organization. A status of New Change indicates that the record has yet to be submitted to our
financial system for approval. A ‘Pending Approval’ status indicates that the record has been submitted to our financial system and is awaiting approval

» Pending Additions Status
Status :

» Organization Information
Organization Type :
1099 Classification :
Foreign Tax ID :

W8 Form :

» Legal Name Information
Legal Name On W-9:

First Name :
Middle Name : Business Name (Alias/DBA) :
Last Name : Name on Check :

» 1099 TIN Information
Taxpayer ID Number : 1099 Reportable :
Taxpayer ID Number Type : Detailed TIN Type :

» Legal (1099) Address Information
Street1:

city:
State/ Province :
le!PDslaV




VSS — Account Information

Change Taxpayer Identification Number — You can make changes to your TIN information here.

Select the “Save” button once all updates have been made. Select the “Cancel” button to undo all the
updates you entered.

&

Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout

Account
- information
Welcome Summary Business Info Addresses & Contacts Users Commodities B

s megunriy My Business Information | Click here to make changes to information
iy related to taxpayer identification number.

This is your Business Information. The buttons described below are conditionally displa)gd based on your organizations system settings. Contact your Primary Account Administrator if you have questions
regarding these buttons. Select the ‘Update’ button to modify your general information. Selt the ‘Change TIN' button if you need to change your Taxpayer ID. Refer to the FAQs to modify your organization

information. Select the Pending 1099 Additions’ button to display requested TIN changes th¥ are not approved vet. Select the 'View Pending Changes' button to display other Business Information changes that
are awaiting approval

Update View Pending Changes Pending 1099 Additions. I Change TIN I Pending Changes : [~

T powntoad substiute w-9 ertication Form

Home | Help | Accessible Help | Site Map
L 4! InfSFREBn TSRS ns opperiinies Speniel mais5eRTent
Welcome, Business Info Addresses & Contacts | Users |  Commodities | _ Business Types

e Feeurny Change Taxpayer Identification Number

Gancel

click here to save or
» Organization Information cancel

Organization Type : Company

* Classification : [

LLC filling as Sole Prop

» Legal Name Information
Legal Name on W-9 ;[

» 1099 TIN Information

“Create Taxpayer 1D Number: [~ Taxpayer ID Number :

“Re-Enter Taxpayer ID Number: [~ Taxpayer ID Number Type : EIN

Plesse note that your TIN Type i determind by your Classfication
1099 Reportable : Yes 4 i i

» Legal (1099) Address Information
“Street1:
“City: ANCHORAGE
 State/Province : Ajaska

“ZipiPostal Code : 995034137

“Indicates required fislds

Privacy Policy | Logout

Addresses & Contacts — You can add new addresses and contacts by selecting the “Assign/Create Addresses &
Contacts” button. You can view your requests that are pending approval by selecting the “View Pending Additions”

button. To make changes to address information select the “View/Update” link next to the record you want to
update. To view your pending changes to address information select the “View Pending Changes” link.

Home | Help | Accessible elp | SiteMap | Privacy Policy
l ' Accoupt Finar Busine: licitation Ca
[ informaton TeERER N opportunies shonses Marisgentent
Welcome. Summary | Business Info Addresses & Contacts. Users | Commodities | Business Types

View Frequently

astedOunstons Addresses & Contacts

Here are your addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking the ‘Assign/Create Addresses & Contacts' button. You can view your
Click here for requests that are pending approval by selecting the View Pending Additions’ button
FAQ!_ specific To modify the type of address select the ‘View/Update' link under the Existing Address & Contact Assignments section next to the record you wish to update. To modify actual addresses and contacts use the
to this page. View/Update' link next to the appropriate record under the Update Addresses and Update Contacts sections

See Below

Existing Address & Contact Assignments

Address 1D Address Type Address

ipa EFT Status g Active From Active To Pending Changes
ADO1 Payment 0673011980 u ViewlUpdate View Pending Changes
4001 Ordering 067301380 r few/lUopdate  View Pending Changes
Assign/Create Addresses & Contacts | View Pending Additions
Update Addresses
Address 1D Address Pending Changes
ADO1 ~ Viewlipdste View Pending Changes
AD0S - ViewNipdate  View Pending Changes
AD08 I Viewlipdate  View Pending Changes
Update Contacts
ContactID Contact Name ~ Contact Address Pending Changes
Pcot r Viewlipdate  View Pending Changes
PCo3 - View/Update View Pending Changes
PCOS r

View/Update ~ View Pending Changes

[Fiet] [Brov] [Nex] [toet]

Logout

FAQ page

Addresses and Contacts

o Con I hiave more Uhan vne addiess associaled with e same addess lype?

« What are my Ordering. Payment and Billing Addrassas?

© Who will be the contact person for each address?

© What is the process to update addresses and contacts?

 How du | determing e stalus of changes v addilions?

Related Topic(s):
o Assigi/Creale Addiesses and Cunlacls
« View/Update Available Address

 View/Update Available Contact




VSS — Account Information
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Welcome.
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Account
inforemation

Summary

Business Info Addresses & Contacts. Commodities

Addresses & Contacts

Business Types

Here are your addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking the Assign/Create Addresses & Contacts' button. You can view your
requests that are pending approval by selecting the View Pending Additions' button

To modify the type of address select the "View/Update link under the Existing Address & Contact Assignments section next to the record you wish to update. To modify actual addresses and contacts use the

"View/Update' link next to the appropriate record under the Update Addresses and Update Contacts sections,

Existing Address & Contact Assignments

Address D Address Type Address

Principal Contact EFT Status Prevent New Processing Active From Active To /Pending Changes

ADO1 Payment 06/30/1980 2 View/Update View Pending Chan
AD01 Ordering 06/30/1980 5 | View/Update View Pending Changes
I Assign/Create Addresses & Contacts | View Pending Additions | I

Home.

| Help | Accessible Help | Site Map | Privacy Policy | Logout
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Account
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Business info Addresses & Contacts. Commodities

Summary

Business Types

‘Home

| Help | AccessibleHelp | SiteMap | Privacy Policy | Logout

View Frequenty
Asked Questions

1: Error

You have 1 messages
The address entered was modified to meet postal standards. Select either the Original Address or the Corrected Address to continue. (A5447)

View All Details | Submit Question |

Address entered will auto correct to meet

postal standards.

Assign / Create Addresses & Contacts - Step 1 of 3

Enter your new address information here and select all appropriate address types. Click the Next' button to add a contact

Your address may be validated according to postal standards If prompted, review the changes and choose either the address you entered or the one that

was validated

—>

Gance

~ Address Types

*Active From Active To Default Record
¥ Account Administrator 05/06/2015 B3 0s/25/2015 @ r
I~ Ordering = = [

I~ Payment /| i r
I Billing =B = r

< Address

Original Address

There are four types of addresses: Administrative, Ordering, Payment and Bi
always have at least an active payment and ordering address.

ing. You must

Select Address

“Adaress 10 [ Find|

“Street1:

7| Select Address
Address ID: [T
Street1s[
streot 2: [T

City : [Anchorage
StatelProvince :[fjzgi T
ZipiPostal Code : [5gg0a4 37T

Street2:
“City: Anchorage
“StatelProvince : Alaska -

“ZipiPostal Code : 99503

Country Name : United States - Country: [T
County:  ~ County s
“Phone: 907.222.2022 Ext: Phone : (5075355072 EXt[TTTT

3000

“ Indicates a required field

Welcome

View Freauentiy
‘Asked Questions.

1fSFREEn 1eEERABns OppbHiRes MalaEE et

ASLEERRY

Business Info Addresses & Contacts. Commodities

Summary

Assign / Create Addresses & Contacts - Step 2 of 3

Business Types

/'

Select an existing or enter a new contact for the address you entered on the previous page. If you have different contacts for one or more of the address types you may de-select the checkbox(s) below. You will be
pmmp\ed vt additional pages to enter the associated contact information

(5] s |

~ Address Types

Department/Division

Additional Address Information

“Active From Active To Default Record
click here _
¥ A it [05/06/2015 [05/25/2015 [
I~ Ordering [ [ E [
I~ payment I I =
iting I I [

~ Principal Contact

*Principal Contact 1D 555 Find

Alternate Phone:[

c Extension: [~
Email: P
Correspondence Type : o= Fax Extension [~

English Spokes
*Phone

= Alternate Fax:[
Alternate Fax Extension : [~

Phone Extensios

* Indicates

Home

| Help | Accessible Help | SiteMap | Privacy Policy | Logout

Weicome

View Erequentyy
Asked Questions
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Summary

Business Info Addresses & Contacts

Assign / Create Addresses & Contacts - Step 3 of 3

Business Types

[[Eicase review the address and contact information you have entered_Click the “Save” button to submit them

Address Type Active From Active To  AddressiD Address
Wb Registrar

Principal Contact
0510672015 0572812015 ADOS

< General Information
Address Type : [[GR
Active From :[G5/56/2015

Active To: [0572572015

Default Record : (=

~ Address
Address 1D [A505
Street1:
Street2:[
City: [Rnchorage
State/Province : [k
Zip/Postal Code : [535034737

~ Principal Contact
Principal Contact 10 [5gg7
Principal Contact: [
Emais [

Correspondence Type: [~

English Spoken :

Department / Division: [~

Additional Address Information : [~

County :

Country : [nited States

Phone Extension :

Phone : (507552022

Phone:[———————
Phone Extension: [~
Atternate Phone ;[
Atternate Phone Extension : [~
Faxi [

Home.

Helo | Accessible Help | Site Map | Privacy Policy | Loaout




VSS — Account Information

Home | Help | Accessible Help | Site Map | Privacy Policy | Logout

L 4’ infiiaahon TeEnERins opperinites MaSSGERTent
Wekome Summary | Business Info Addresses & Contacts Users | Commodities | Business Types

View Frequenty

EEEE View Pending Additions - Addresses & Contacts

JHere are your new addresses and contacts awaiting approval. |

Address Type  Active From Active To Address D Address Principal Contact ~Status
 Payment 0412912015 AD03 Pending Approval
WebRegistrar 0510672015 05/2572015  ADOS New Change

Bock|
- General Information
m Address Type : ’r Division/Department : ’7
Active From: [G42572015 Additional Address Info: [~
Active To:[

Default Record : -~

v Address
Address ID: [3503 County: [(reasmes
Street1: % County: %
Street 2: "— Phone : [——
City: [Anchorage Phone Extension : [~
statefProvince: [fg
ZiplPostal Code : 535077273

N\

» Principal Contact

Home | Help | Accessible Help | SiteMap | Privacy Policy | Logout
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Welcome. Summary | Business Info Addresses & Contacts Users | Commodities Business Types

View Frequently

&sied Cuestons Addresses & Contacts

Here are your addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking the ‘Assign/Create Addresses & Contacts’ button. You can view your
requests that are pending approval by selecting the View Pending Additions’ button

To modify the type of address select the View/Update' link under the Existing Address & Contact Assignments section next to the record you wish to update. To modify actual addresses and contacts use the
View/Update' link next to the appropriate record under the Update Addresses and Update Contacts sections

Existing Address & Contact Assignments

Address 1D Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes
AD01 Payment 0612011980 2 ViewlUpdate View Pending Chances
AD01 Ordering 063011980 r

[First] [Prev] [Next] [ Last] Assign/Create Addresses & Contacts |

Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Legout
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Summary | Business Info Addresses & Contacts | Commodities | Business Types

View/Update Assigned Address & Contact

Welcome

View Frequently
Asked Questions.

JHere you can et us know how long your address will be valid o provide aditional information. Click the ‘Save' button once all updates have been made. Click the ‘Cancel button to ndo all updates entered. f|

) e [ |

w General Information

Address Type:[pR Correspondence Type: posial Service ~
“Active From: g 3071080 ) Contact English Spoken : [~
— = Additional Address Info : Z

Default Record : [~
» Address
» Principal Contact
*Indicates a required field

Home | Help | AccessibleHelp | Site Map | Privacy Policy | Logout
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Summary | Business Info Addresses & Contacts | Commodities | Business Types

Viw Frequenty
st \fjew Pending Changes

)| Here are your requested changes awaiting approval. Jf

Attribute Changed  Change Entered By Change Entered On  LastUpdated On  Oid Value  New Value Modified Area  Status
~ Additional Address Info 0510612015 0510672015 Update to identify Department ~ Address Information New Change
0510612015 0510672015 Admnistration Address Information New Change

click here I\J_l_lJ
=]

Attribute Changed : (A Giional Address Info 0ld Value:: |
Change Entered By | New Value :[[j5datc 1o identiy Depa
Change Entered On: [G5/0672015 Old Memo Value : =
LastUpdated On: [g5/0672075
Modified Area: [ gross informaion
Stas:[Now Change

New Memo Value : -




VSS — Account Information

Users — You may add account users by selecting the “Add” button. You may view or modify existing
users by selecting the “View/Modify” link next to the record you want to update. You may delete users by

selecting the “Delete” link next to the record you want to update.

P 1nfSER4En TSR s OppEAes s MaiageRent
e summary Addresses & Contacts Commodsties Business Types
View Freauenty

Asked Questons Account Users

Account User

My Profite

—
Listed in the grid are all the users for your VSS account. You may add account users by selecting the ‘Add button. You may view or modify existing users by selecting the View/Modify’ link next to the
corresponding record. You may delete users by selecting the Delete’ link next to the corresponding recor

Userld  FirstName Lastlame Access Level Account Status.
900616737 Account Admiistrator  Active Viewodity Delete
tmartin Account Administrator  Active Viewodity Delete

[Eir=t] [Frev] [Nex] [tomt]

Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout

FAQ page

Account and User Maintenance

« Account Users - What is the Primary Accese Level?

o Account Users - What is the Optional Access Level2

. " 2

« How do | change another user's password?

o Are users informed if their information has been changed?

« Can more than one Primary Access Level be assigned to a user? More than one Optional Access Level?

o How do I change the Pnmary Account 2

o Can | modify my access levels fiom the My Profile page?

o While adding s new user, do | civate he User 1D?

=) =

S 2 nfSERa8on TR s OB Lssases
Welcome Business Info Addresses & Contacts Business Types

View Frequently
ke Qi Account Users

e
Listed in the grid are all the users for your VSS account. You may add account users by selecting the ‘Add" button. You may view or modify existing users by selecting the View/Modify’link next to the corresponding
record. You may delete users by selecting the Delete’ link next to the corresponding recor

2 - T |

RSIESY YT R e \

i

Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout

L 4’ SRR T OSSR es ltaten Ml 5eent
o e Businessinfo | Addresses & Contacts Commodities | Busioesa Typea

Create your User ID here. Once all required fields are complete, click Next'to assign access levels to this user. Click ‘Cancel to exit without saving your changes. If you designate the new user as the ‘Primary
Account it wil de-select the user currently designated as the Primary Account Administrator. You will need to select ‘Registration’ and ‘Account Maintenance’ Email Notification options if
the new user is becoming the Primary Account Administrator. Designating the new user as Locked' prevents them from accessing your VSS account. This option allows you to set up users but prevent their access

View Frequentiy
‘Asked Questions

Account User 1o VSS until they

y profie
 User Information Click here to search e:

stin
users in your account.

“UserID (case sensitive): ddougherty
* (User ID should be between 2 and 16 characters in length )
“FirstName : Donald
“LastName : Dougherty
*Email : vid bohna@alaska gov
“Re-enter Email : vid bohna@alaska.gov

"Phone: 907-465-1234 Ext:
2006006000
Fax Number :
Primary Account Administrator :
Locked:

< Password
*Password:

*(Passwords should be between 8 and 16 characters in length )
“Re-enter Password

~ Email Notifications
Registration :

<

Account Maintenance : (7,

Recent Financial Transactions : [y,

~ Security Questions and Answers

“Security Question : where were you bom? -
i el m

“Retype Security Answer

*Indicates a required field

Home | Help | Accessible Help | SiteMap | PrivacyPolicy | Logout

l ’ Accous

- WiSERSHbn TraRERRns OppbHiRites SEpoRsel MafaeRent

Weicoms Summary Business Info Addresses & Contacts Commodities Business Types

e Eremuenly Access Levels

re— [ setect one Primary Access Level and any Optional Access Levels. |f

Home | Help | AccessibleHelp | Site Map | Privacy Policy | Logout

iy Profile
UseriD:
First Name :
Last Nam
Primary Access Level
Select one primary acosss level t be assigne to the user
Access Level Description
» y ; user. They may also update nd view the account. t users wil also be
Selsct Aceount AMSITBIOr  capatie of updatn their own profie informaton.
access | —W © Fulaccess Full Access users may only update the account informaton other than User Information. They wil lso have the abilty to view taining o the account. Ful Wil only have the abilty to update their own profie information.
levels Display Only isplay Only users wil be able to view than User information view  Display only users willonly Y to upd own
here.

Optional Access Levels
Select any optional scosss levels to be made av

hccess Level Description
r Usertocretean mvoie, AL Users ot

Create Solictation Response  This User to respond to sofictations. Al U view solicitations but a User must have this access level to create a response

able to the user.

Query Query wil alow a user to vie for their account

o oo | oo




VSS — Account Information

Home | Help | AccessibleHelp | Site Map | Privacy Policy | Logout

Account

- whS5R3n TeERBhs oppiriiiies Retpiadel afigeRTent

Welcome Summary | Businessinfo | Addresses & Contacts Commodities |  Business Types

View Frequently
Asked Questions. Account Users

Account User
=
Listed in the gnd are all the users for your VSS account. You may add account Users by selecting the Add button. You may view of modily existing users by Selecting the View/Modity Ink next to the comesponding
record. You may delete users by selecting the ‘Delete' link next to the corresponding record

My Pr

UserlD  Firsthame Lastiame AccessLevel  Account Satus
sonsterar Account Adminstator Acte Vewnoaty pate
Gdougherty Donsd  Doughery Ful Access Actve Vewnoaty pokte  €——
tmartin Account Administrator ~ Active View/Modify Delete

(et [Prov] [Next] [tow]

Home | Help | Accessible Help | Site Map | Privacy Policy | Logout

N SRBon TebRSRons Opporiunites ASHpoases MaSSGE et

Welcome Summary |  Businessinfo | Addresses & Contacts Commodities |  Business Types

View Frequenty

Asked Questions Account Users

Aecount User
— - ——
Listed in the grd are all the Users for your VS account. You may add account users by selecting the AGG button. You may view of modily existing Users by selecting the View/Modiy link next to the corresponding
record_You may delete users by selecting the ‘Delete link next to the corresponding record
UserlD  Firstliame LastName Access Level Account m
900616737 Account Administrator  Active Viewnodify Delete /

ddougherty Donald Dougherty  Full Access Active Viewhiodity - N
tmartn Account Adminstrator  Active Viewndogity Delete To delete a user, simply click delete. You
will be asked to confirm your selection.

Click "OK" to delete or "Cancel

My Profile

4

B

_aaa|

Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout

-1 WhS59885n TeaRERRns opperiiiies soneet 1aFSGERent

Welcome Summary | Businessinfo | Addresses & Contacts Commodities | Business Types

YeoFepeny View/Modify User Information

My Profile

Below you may view or modify the user's information. Select the ‘Change Passwol

utton to modify the user's password information. Select the ‘Change Access Level

button to modify the user's access levels.

w User Information

“User D (case sensitive) : [ddougherty

“First Name : Donald
“Last Name : Dougherty
“Email: david bohna@alaska.g
"PRone: 9074651234 Ext.:
J006-XOK-XO0K

Primary Account Administrator : =
Locked :

v Email Notifications
Registration: [
Account Maintenance : [
Recent Financial Transactions : [

v Access Levels

Primary Access Level [y Accass

Optional Access Levels:[c-cace Solicitation Response B

» Security Questions and Answers
“Security Question: here were you born? -

Security Answer

Retype Security Answer:

N |__rongs Password || Ghange Access Levels | |_Save | _Ganeei |




VSS — Account Information

Commodities — List of your commodity/services codes that best describe the commodities/services that
you provide. You can add new codes by selecting the “Add Items” button. Selecting codes will enable
email alerts in VSS. An email will be sent to you when the State issues a solicitation with codes related to
your list. You can search for commodity/service codes in VSS or in a spreadsheet that is available on the vendor
landing page: http://doa.alaska.gov/dof/iris/vendor.html

Home | Help | Accessible Help | SiteMap | Privacy Policy | Logout

icitation Cata

ASeRsms Bonses Managentent

Busines:
Information s Opportunities

Welcome Summary | Business Info Addresses & Contacts | Commodities Business Types

Frequent

Asked Questons Commodities

Here is the current list of commodity codes/classes that describe the goods and senvices that your organization provides. You can add new commodity/senice codes by clicking the "Add ltems” button. To delete a
commodity/senvice codes, click the "Delete” link next to the record in the grid that you wish to delete.

Any request to add a new Commodity that is awaiting approval can be viewed by clicking the 'View Pending Additions’ button. Any request to delete an existing Commodity that is awaiting approval is noted in the
Pending Deletion’ column.

Existing Commodities

Commodity/Service Code ~ Commodity Description Pending Deletion

Add ltems_| View Pending Additions

Home | Help | Accessible Help | Site Map | Privacy Policy | Logout

l l Account ! OUSINESSes iitation

losase a5t

— Information lons

Welcome Summary | Businessinfo | Addresses & Contacts | Commodities Business Types

View Frequently

=
Asked Questons Commodities

Here s the current list of commodity codes/classes that describe the goods and senvices that your organization provides. You can add new commadity/senvice codes by clicking the "Add tems” button. To delete a
commodity/senice codes, click the "Delete” link next to the record in the grid that you wish to delete.

Any request to add a new Commadity that is awaiting approval can be viewed by clicking the View Pending Additions' button. Any request to delete an existing Commodity that is awaiting approval is noted in the

Pending Deletion’ column.
click here |
Existing Commodities /

ce ode  Commodity

I Add ltems I View Pending Additions |

Home | Helo | Ascessible fielo | Site Map | Priveey Poliy. | Lowsut
-1 SRR TR s oppiiies lignten nafSEERRnt
e Summary | Businessinfo | Addresses & Contacts | Commodties Business Types
v
fgzeex Choose
Select one or more commodity codes or classes that describe the goods and senvices that your organization provides by clicking the checkbox next to the commodities you want to add. To search for a specific
commodity code, class, or description, enter a valid value in the Commodity/Service Code or Commodity Description search field and click the Browse link. Once your selection is made, click the "OK" Button to add
the selected commodities to your organization. Click the Cancel button to cancel your changes and return to the Commaodities page.

Clear |  g— click here

search here Commodity/Service Code :
- Commodity Description :
make i v Commodity/Service Code
here SEED, SOD, SOIL, AND INOCULANTS. 790
ROOFING MATERIALS AND SUPPLES i
SALT (SODUM CHLORIE) (SEE CLASS 393 FOR TABLE SALT) s
‘SCALES AND WEIGHNG APPARATUS (SEE 175-06 FOR LABORATORY 780
SCHOOL EQUPMENT, TEACHNG AIDS, AND SUPPLES 785
JANTORIAL SUPPLES, GENERAL LIE, ENVIRONMENTALLY CERTFED 486
] AGRIULTURAL CROPS AND GRANS INCLUDING FRUTTS, UELONS, 019
| AGRICULTURAL EQUPMENT, MPLEWENTS, AND ACCESSORES (SEE 020
{[7]] AGRICULTURAL EQUPMENT AND MPLEMENT PARTS 022
ABRASVES 005

— s ===

Home | Help | Accessible Help | Site Map | Privacy Policy | Logout

) fszaut ofSsHes siaien S5

e Information sponses

| Business Info Addresses & Contacts | Commodities Business Types

Welcome Summary

‘Asked Questions Commodities

Here s the current list of commodity codes/classes that describe the goods and senvices that your organization provides. You can add new commadity/senvice codes by clicking the "Add tems" button. To delete a
commodity/senice codes, click the "Delete” link next to the record in the grid that you wish to delete.

Any request to add a new Commodity that is awaiting approval can be viewed by clicking the View Pending Additions’ button. Any request to delete an existing Commodity that is awaiting approval is noted in the
“Pending Deletion’ column.
click here |

Existing Commodities

Commodity/Service Code  Commodity Description Pending Deletion!

Add ttems || View Pending Additions |

Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout

infSienafon TSR s oppoitiites olganien Mafagentent

Welcome. Summary | Businessinfo | Addresses&Contacts | Commodities Business Types

View Frequently
sastns —\ljiew Pending Additions - Commodities

lHere are yournew commodities awaxlma aEEmval I

CommoditylService Code  Commodity Description Status
019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUTTS, MELONS, Pending Approval
020 AGRICULTURAL EQUPMENT, MPLEWENTS, AND ACCESSORES (SEE  Pending Approval
02 AGRICULTURAL EQUIPMENT AND MPLEWENT PARTS Pending Approval
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VSS — Account Information

Business Types — List of business types for Alaska procurement preferences and the following types of
vendors: Adoption/Guardian & Foster Parents, Division of General Services Lease Vendors, Office of
Public Advocacy Contract Attorney, and Fish and Game License Vendors. You can add new business
types by selecting the “Add Items” button. Search for business types in VSS or use a word document
with definitions of each available on the vendor landing page: http://doa.alaska.gov/dof/iris/vendor.html

Home | Help | Accessible Help | Site Map | Privacy Policy | Logout

WhSE98tn TehRERdns oppituaies aS85ERnt

Summary | Businessinfo | Addresses &Contacts | Commodities Business Types

Business Types

Here is the current list of business types associated with your organization. You can add new business types by clicking the *Add Items" button. To modify Business Type information click the ‘View/Update' link under
the Existing Business Types Assignments section next to the record you wish to update. To delete a business type, click the "Delete" link next to the record in the grid that you wish to delete.

Any request to add a new Business Type that is awaiting approval can be viewed by clicking the View Pending Additions’ button. Any request to update an existing Business Type that is awaiting approval can be
viewed by clicking the 'View Pending Changes' button

Existing Business Types
Business Type I Business Type Certification No ~ Certification Start Date ~ Certification End Date ~Pending Changes.

[ | |

Home | Help | Accessible Help | Site Map | Privacy Policy | Logout

l I AsRath TeRERRns Oppatiiites Aeipiaden MafaGeRTent

NS Infrmation

| Users | Commodities Business Types

Welcome Summary | Businessinfo | Addresses & Contacts

View Frequently
Question: i
sl Business Types
Here is the current list of business types associated with your organization. You can add new business types by clicking the "Add ltems" button. To modify Business Type information click the 'View/Update' link under
the Existing Business Types Assignments section next to the record you wish to update. To delete a business type, click the "Delete” link next to the record in the grid that you wish to delete
Any request to add a new Business Type that is awaiting approval can be viewed by clicking the 'View Pending Additions’ button. Any request to update an existing Business Type that is awaiting approval can be

viewed by clicking the 'View Pending Changes' button -
click here

Existing Business Types
Business Type 1D Business Type Certification o Certification Start DateyCertification End Date ~ Pending Changes

| | |

Home | Help | Accessible Help | SiteMap | Privacy Policy | Logout

L ‘! fSERYon TrERRhs OppeHilRies isiasee maf8ERent
Welcome Summary | Businessinfo | Addresses&Contacts | Users | Commodities Business Types
View Frequent Choose

‘Asked Questions

[Select one or more Business Types that 1s associated with your organization by clicking the Checkbox
Select ‘Adopt/Guardian&FosterParent’ as a business type if you receive foster care, subsidized adoption or guardianship payments from the State of Alaska
s

{Select ‘General Svcs Lease Vendor if you have a lease agreement on file with Division of General Servi

ick here

Cloar| €————

searchhere | o gusiness Type:

make selection Business TypeID Business Type
7 ABD Alaska Bidder Preference
ADis Alaskans wiDisabilties Pref
APP3 Alaska Products Pref Class |
ApPS. Alaska Products Pref Class I
apP7 Alaska Products Pref Class I
(] aver Alaska Veteran Preference
3 Not For Proft
ocs AdopGuardiansFoster Parent
AP Alaska Employment Program Pref

Alaska Domestic Insurer Pref

== — T~ ==

Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout

L " WhS59885n eSS OppbHunites elgiaies aa5ERnt

Businessinfo | Addresses&Contacts | Users | Commodities Business Types

Weicome summary |

Viw Frecuenty .
e Enter/Update - Business Types

|| Here you can enter or update Business Type information.Jf

Business Type 1D Business Type Certifcation o Certification Start Date  Certifcation End Date m
48D Alaska Bidder Preference B B
B

AVET Alaska Veteran Preference B
Save | _Cancel
Home | Help | Accessible Help | Site Map | Privacy Policy | Logout
NS nhSaRbn TrinEatiions oppbiinites Aelpiaies MaRagERent

Users |  Commodities Business Types

Welcome Summary | Businessinfo | Addresses & Contacts |

Business Types

Here is the current list of business types associated with your organization. You can add new business types by clicking the "Add Items” button. To modify Business Type information click the ‘View/Update' link under
the Existing Business Types Assignments section next to the record you wish to update. To delete a business type, click the "Delete” link next to the record in the grid that you wish to delete

Any request to add a new Business Type that is awaiting approval can be viewed by clicking the View Pending Additions' button. Any request to update an existing Business Type that is awaiting approval can be
viewed by clicking the View Pending Changes’ button.
click here |

Existing Business Types
Business Type I Business Type Certification o ~Certification Start Date  Certification End Date \{Pending Changes

Add Items I iew Pending Additions I
=) o icteion S

NS Information

Home | Help | Accessible Help | SiteMap | Privacy Policy | Logout

| Users | Commodities Business Types.

Weicome Summary |  Business Info Addresses & Contacts

View Frequently
Asied Questens View Pending Additions - Business Types

IHere are your new business types awaiting appmva\l

Business Type D Certification o Certification Start Date ~ Certification End Date ~Status.
ABD 0510612015 New Change
AVET 051062015 New Change.

NE
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