@ IRIS

Integrated Resource Information System

State of Alaska
Vendor Self Service (VSS)
Activate an Existing Account

This document provides the instructions for how to activate an existing account. The individual you chose
to go through this process will become a primary account administrator. Primary account administrators
will be able to add, delete or modify any of your account information.

If you are unable to activate your account or need any other assistance, please contact the Help Desk.
You can access the help desk contact information by selecting the “Contact Us” link located in the upper
right corner of each page.

Note: The activation process requires you to create a user id and password that will be used to log into
your account. Remember to save your user id and password before you click next in Step 6.

1. To start the process, select the “Register” button.

State of Alaska Help_x, Contact Us
: Prvacy Policy
=) Welcome to IRIS Vendor Self Service help desk contact
information is here
(S
The IRIS Vendor Self Senice allows you, as a payee/vendor, to manage your own account information, view your financial transactions and much more. Click an the Register button to begin filing out an electronic application to become a payeeivendor.
Announcements Forms
User ID
Userld 06/01/2015 Click on a form below to either save it to your deskiop or open it in Adobe
I On 6/1/15, VSS i live for vendors currently doing business vith the State of Alaska. These vendors il have an account established in
" ” VSS based on existing vendor information from the lsgacy State accounting system. Vendors will eceive a letter with their activation
Ssewors code to activate their account
0610142015 ISubstitute W9 Form
For June, accounts for NEW vendors will be created following existing processes by working vith each of the State of Alaska
departments they wish to do business with. Starting 7/6/15, new vendors who would like to do business with the State will be able to Abbreviations and Functionalit
register as a new vendor in VSS.
Password Reset 06012015 Business Types

Compatible internet browsers for VSS are IE 8, IE 9, IE 10 and IE 11 and Firefox ESR 24 Y S
View All Announcements LESETT R

Click the Register
Access forms
button ta register a

new or existing
account AA/ click here

Register
Public Access

2. Accept the terms.

rivacy Policy | Contact Us
L " Memorandum of Agreement
Wetcome, ew

Ve Freuens Vendor Reistraton/Update iformation

hsiod Gussions

You must accept the terms of tis Memorandum of Agreementin order to register as a vendor with the State of Alaska using Vendor Self Senvice (VSS). Ifyou choose not to acceptthese terms you will be retumedto the Home
Page for Guests - Public Access

By submiting this electronic vendor registration, you certify and warrant that you are duly authorized by the Vendor to: i) register the Vendor, i) fie, on behalf of the Vendor, al of the information requested in this registration
process; and (i) enter into this Agreement on behalf of the Vendor. By submiting this electronic vendor registration, you hereby agree on behalf of the Vendor and for the benefitof each State of Alaska agency and public body

1. All procurement transactions made, in whole or in part utlizing the State of Alaska's electronic procurement solution shall without exception bs governed by the laws of the State of Alaska

2.The Vendor shall use VSS vendor registration updats functionalityto update the Vendor's registration information whensver necessary to ensure that the regisiration information remains accurate and complste at alltimes.
3.The Vendor hereby warrants thatthe information provided by the Vendor through the VSS registration and VSS registration update functionalityshall at all times be accurate, complete and current

4.The Vendor further warrants that each State of Alaska agency and public body shall be entitied atall times to rely conclusively on the currency, accuracy, and completeness of the information the Vendor has provided through
the VSS regisiration and VSS registration update functionaliy as of that date even ifdifferent information is or has been available to or received by State of Alaska agency or public body personnel through means other than the
VSS regisiration and registration update functionality.

5.The IRIS Vendor Self Senics site provides the Vendor three security foles to assign to the Vendor's employses: Account Administrator, Full Access, and Display Only. The Vendor hersby warrants thatthe sscurity role
assignments are properly administered and maintained at alltimes.

‘This Agreement shall remain in effectfor as long as the Vendor is registered as a VS vendor. Al rights are reserved to cancel the Vendor's registration at any time. In the eventthe Vendor's registration s cancelled, the Vendor
shall remain bound to this Agreement in regard to completion of any contract, purchase order o other that was made or whole o in part using VSS

Electronic File Transfer (EFT) Information

“The Vendor the State of Alaskato p obligations by initiating credit entries, and correcting debit entries when necessary to the vendor's account ifthe account entered through the registration
process. The Vendor understands that receipt of the electronic fund transfer(s) willfulfil the State's payment obligation and the State will be credited for the full amount on the date the fund transfer is completed. The Vendor
understands the State will make a reasonable effortto notify the Vendor within 24 hours ifa reversing entry is made against this account. This authorit s o remain in fullforce through the duration of this agreement

Itis the State of Alaska's policy to send a pre-note zero dollar test transaction to verify the accuracy of the banking informa be sent
five (5) business days. The State of Alaska will contact you if the pre-note fails.

pre- lete ™
National Automated Clearing House Association (NACHA) Operating Rules requires your banking institution to provide you with addenda (remittance) information that the State includes on each payment Any banking charge to

fecsive this information is the responsibiliy of the account holder

As required by the Federal Office of F oreign Asset Control in support of U.S.C. Tile 50, War and National Defense, the Vendor attests thatthe full amount of the direct deposit is not being forwarded to a bank in anoter country
and that f at any point the Vendor establishes a standing order with the receiving bankto forward the full direct depositto a bank in another country, the Vendor willinform the State of Alaska immediately. fthe State discovers
thatthe full amount of a direct deposit has been forwarded to another country or ifinformation has been faisified, this agreement shall be terminated. /

‘The Vendor certfies all information regarding this authorization is true and correct Any intent to faisiy information is punishable under AS 1156210 as a class A misdemeanor.
Accept Terms Reject Terms
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3. Write down any information on this page that applies to you because you may need it to update your
account information.

Privacy Policy | ContactUs

=) Registration Tips

—-——

Weleome, N yetcome to he State of Alaskas Vendor Self Senvice (VSS) Website

had
iew Frequentty Already registered? Click here to login. However, if you are any of the following: /
Asked Quesions
« Foreignvendor \ This will qm ?PPN t9 current vendors
o State of Alaska employee activating their accounts.

o Fishand Game
o Lease vendor with the Department of Administration, Division of General Senvices (DGS)
Dsidized Foster D Health

. Division of Office of (0Cs)
« OPAContract Attormey

Please read your specific ** SPECIAL NOTICE** section below BEFORE continuing with the registration process.
Before you access your account, it will be helpful to gather the following information

* TaxID Number

o Legal Business name

o DUNS Number (if applicable) .
© Issued by Dun & Bradstreet for each business location — As a current vendor most of this information may
o Calltolfree at 888-814-1435 to obtainkeriy your number have been converted over to your new VSS account.
o Indicate thatyou are doing business with a Govemment entity

o Contact Information for each business location (name, address, email, phone and fax)
© Identify your account administrator (person responsible for your account)
© Identify headquarters if you have multiple locations
© Ordering Address.
o PaymentAddress

VSS is notavailable to foreign entiies or non-U.S. citizens due to U.S. Internal Revenue Senice (IRS) tax documentation requirements. Your vendor record will be created by State of Alaska personnel after we receive accurately completed W-8 IRS forms and any other necessary
documents from you or your compan;

Please visitthe following IRS website to obtain the appropriate W-8 form(s) to complete: Alist of W-8 forms and who should use them is provided in the table below for reference.

Form: For Use By: |
W-BBEN  [Indiduals (or single owners of a business) ‘
W-8BEN-E |Entities (Corporations, Partnerships, Foundations, etc.) |
W-8CE  |Expatriates to Waive Treaty Benefits |
W-8ECI _|AForeign Person's Claim thatincome i effecively connected with the conductof a Trade or Business wihin n he United States |
[
|
|

W-BEXP  |Foreign Govemments or other Foreign Organizati ofincome
W-BIMY  |Foreign Intermediaries, Foreign Flow-Through Entiies, or certain US Branches of a foreign bank of insurance company
8233 Indiiduals Claiming Exemption for Independent Personal Services

‘The State of Alaska advises fereign entities and non-US citizens to contact their tax accountant f there are questions ragarding which V-8 form to complete and how to complete the W-8 form
Please mail or fax your completed W-8 form. Our mailing address is:

Department of AdministrationDivision of Finance

PO Box 110204

Juneau AK §9811-0204

Our fax number is: 907-465-2169

Please DO NOT emailthe form to the State of Aaska. Email is net a secure means of transmission of sensitive information
You will be contacted if more information is needed to setup your vendor record carrectly. We thank jou for your assistance.

Noto that the Stato of Alaska may advise you to contact a tax accountant if you have quostions regarding which W-8 form to comploto or mora in-copth quastions rogarding a W-8 form. Any othor quostions, you may omail us at doa, dofvendor auth@alaska. qov or call us at 007485
2462

Please emall the DOA DOF Vandor Authorization Team at do.dof vendor.auth@alaska.qov to be sefup as avendor in IRIS for ravel reimbursement. Please provide your legal name, mailing address, and employee number

Per AAM 60210, state employees who choose a fortravel their personal mailing address. Departments exemptfrom AAM 60.210 are jththe Dept of Law, al empi iththe Dept of
Corrections, and troopers with the Dept. of Pubiic Safety.
Ifyou have additional questions regarding AAN 60.210, please contact your department's State Finance Officer at this link hito:/idoa alaska Finance Officers.pd

Fish and Game License Vendors must be setup inthe IRIS Financial System by Fish and Game Licensing prior to using VSS. Please contact Fish and Game Licensing at 907-465-2376 or email adf license@alaska.qovto be setup inthe IRIS Financial System

**SPECIAL NOTICE for Division of General Services:

Ifyou have alease agreement with DGS, during the registration process, you MUST select Business Type “General Sarvices Lease Vendor” to as avendor with alease file with DGS. If you don'thave a lease agreement on file wih DGS atthe time of
registration, but later do 50, you must update your account information and select Business Type ‘General Svcs Lease Vendor. This isto ensure information in your lease agre ement is in sync with information that s on file in VSS. If you have questions regarding this process,
please contact DGS at 907-269-8486.

**SPECIAL NOTICE™ for Subsidized Foster Parents:

Ifyou are someone who receives a monthly foster care payment or other reimburssment for the care of a child in the custody of the State of Alaska, or who receives a monthly adoption 1 urdianshp subsidy.you Musrsmn Eusmess Type “AdoptiGuardians Foster Parent to
identify yours ef as a vendor with OCS. This is to ensure informaton with OCS is in sync with your information in VSS. f you have questions regarding this process, please n their tollfree number at 1-877-465-2215.
2*SPECIAL NOTICE" for OPA Contract Attorneys:

OPA coniracted attorneys will continue to use Practice Manager Web to record time and case management activity to allow existing to remain in effect for VSS may be used payments along with 9
information

4. Enter your search criteria, using company or individual and Taxpayer Identification Number or legal
business name. When you click search the wildcard search characters will auto fill. The results will
appear as shown below. If your information is not found please contact the help desk.

Privacy Policy | ContactUs

L’F;’ Search for an Existing Account/Results Found =

Welcome, New

To activate your acceun( you must have avendor code. This page will help you determine whether or not you have one. You will not be able to create a new code f one already exists. Ifthe itwill be company or individual based on the information you previously provided.
ifyou already have a vendor code.

View Frequently
‘Asked Questions
To see ifyou have a vendor code and have an Employer Identification Number (EIN) on file, frst search by TIN:

Taxpayer dentification Number | OR  Legal Business Name ["golder”
— ‘_\
—- OR Enter your search criteria.
v Individual Search
TO'See YoU NaVe 3 vendor code and have a Social Security Number (SSN) on file enter your Last Name and last four digits of your Social
Last Name AND  Last4 digits of SSN
‘Search

The following exists for the information you entered:

Vendor Number Legal Business Name  Alias/DBA Name ~ Activated?

oo (GOLDER MAGE NC o Clck heretosctivate vouraccount ¢ Search results appear here. Identify yourself and
GOA91081 ‘GOLDER ASSOCIATES NC No Click here to activate your account click the link to being the activation process.
Has your account been found and listed above?
Yes, butitis already registered > Click the "Contact your Administrator” ink to etermine who you need to contact or access.
Yes, butitis not: YEl registered lick the "Click here ‘your account” link to begin the process for activating your account.
Yes, lick the i .ocation” link to add your
Yes, but in progress lick the "Click to continue registration” link to login and continue activating your account.

Cancel Registration Back

‘Additional Resources & Information:

next step, the system for errors. If

« Youmust correct the errors indicated before continuing to the next step.
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5. Enter your six-digit authentication code here.

Privacy Policy | ContactUs

L ‘l Account Verification it code here. Cancel Registration Back | Next

or click here /
Return to Vendor Name Search

Weicome, lew

Vew Freqvent Pravide Authentication Code
G \Vendor Verification Password

Headquarters
Account Administrator Passwords are set by your Account Administator. ffyou
dont know the password, see the contactinformation
below,
When you initially register, this information will not be here. After
Principal Contact: . 2 s i
you have activated your account it will appear here but you will
Emil only be asked to verify this information once a year.
Phone

‘Additional Resources & Information: Cancel Registration Back | Next
As you complete each step and move to the next step, the system will check for errors. If there are errors:

« Anotification message will be displayed at the top of the page.

« Youmust correct the errors indicated before continuing to the next ste

« Additional Help can be found in the frequently Asked Question accessible from the left hand navigation bar.

6. Enter your contact information and create your user id and password. STOP — write down your user
id and password before clicking next.

Privacy Polcy | ContactUs

My User Information Cancel Registration | | Back| Next|

—

Welcome, ew

View Freauenty Greate your user ID here. You will be assigned the role of Please ses the Questions for adiional details aboutthe Primary Account Administrator role /
‘asked Quesions
v General Information m
Cluser inormation
“UserID (case sensitive)
O Verify and Submit golder

(AT (UserID should be between 2 and 16 characters in length )

“FirstName: o
“LastName: oo

“Email: yig bohna@alaska.gov

“Re-enter Email: [qaig bohna@alaska. gov

“Phone:: 9574651234 Ext
KO

JOOH0CI0K

v Password

Password requirements when sefing up your password:
- Should be between & and 16 characters in length
~Musthave atleast one numeric character (0-)

~Hust have at least one upper case loter (A-2)
~Musthave atleast one lower case lefler (a-2)
~Husthave atleast one symbol flag (@-5#%)

-Can't contain your User ID

~Gan'tcontain the word “password”

*Password (case ’7
sensitive): |*®' =
“Re-enter]|
Password
" Security Question : yyhere were you bom? -

*Security Answer
(case sensitive):

“Re-enter Security[ (000 o
Answer

*Indicates a required field

Additional Resources & nformation:

Cancel Registration Back | Next

As you complete each step and move to the next step, the system will check for erfors. If there are errors:
« Anotification message will be displayed at the top of the page.
+ You must correct the errors indicated before continuing to the next step.
« Additional Help can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

7. This is the final step.
h You have 4 messages Privacy Policy | ContactUs

1: Information - User access privileges have been changed to Account Administrator. (A5430)
2: Information : User Optional ac cess privileges is updated with Tax inquiry vendor role
3: Information * User Optional access privileges is updated with Create Invoice User role.

The messages are informing you that you are an account
administrator and that you have access to tax inquiries and,
can create invoices and solicitation responses.

Welcome, Hew

View Frequently 4: Information : User Optional ac cess privileges is updated with Create Solicitation Response User role.
‘Asked Questions.
View All Dat;

Buser information

Rgnaesenn— Verify & Submit Registration [ Bk

Click the 'Submit Registration’ buttan to complete your registration. You may review your re gistration prior to submiting it by clcking on the ‘Back button or navigating through the registration pages on the left menu

Submit Registration
Additional Resources & Information:

V\ Gancel Registraion | Back
As you complete each step and move to the next step, the system will check for errors. If there are errors:

« Anotification message will be displayed at the top of the page.
« You must correct the errors indicated before continuing to the next step.
« Additional Help can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

8. This page verifies that you have completed the process.
L ‘l Thank You!

Privacy Report. | Confact Us

Welcome, lew

Gongratulalions, you have completed the segiskalion process. Yous mey row login ko VES aing the Uses are snd Passond you junt crested.

View Frequently
‘sked Quesfions
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9. You will receive a confirmation email.

From: Host@Mass.com [mailto:Host@Mass.com]

Sent: Tuesday, April 28, 2015 4:06 PM

To: Bohna, David F (DOA)

Subject: ADVMAIL: STATE OF ALASKA VSS NOTIFICATION: WELCOME TO VSS
John Doe:

Congratulations, you are now a registered user of the State of Alaska Vendor Self-Service (VSS) system.

Here are some details about your VSS account:

Your Legal Business Name is: Your Vendor Number is:

If you have questions, please contact the State of Alaska Vendor Service Team at

10. You can now return to the VSS web site and log into your account with your user id and password.

State of Alaska HE o s
e i Privacy Policy
=) Welcome to IRIS Vendor Self Service
[———
The IRIS Vendor Self Service allows you, as a payee/vendor, to manage your own account information, view your financial transactions and much more. Click on the Register button to begin filing out an electranic application to become a payee/vendor.
Announcements Forms
User ID
06/01/2015 Click on a form below to either save it to your desktop or open it in Adobe
golder On 6/1/15, VSS is live for vendors currently doing business with the State of Alaska. These vendors will have an account established in
VSS based on existing vendor information from the legacy State accounting system. Viendors will eceive a letter with their activation
asso code to activate their account ‘a
060112015 dilSubstitute W9 Form
For June, accounts for NEW vendors will be created following existing processes by working with each of the State of Alaska a
departments they wish to do business with. Starting 7/6/15, new vendors who would like to do business with the State will be able to o Abbrevations and Functionalit
register as a new vendor in VSS.
Password Reset e IBusiness Types
Compatible intemet browsers for VSS are IE 8, IE 9, IE 10 and IE 11 and Firefox ESR 24, MGP S,

View All Announcements
Click the Register
button to register a
new or existing
account

Register
Public Access

Access forms

11. This is your account. There are additional documents posted on the VSS web site that provide
instructions related to each of the tabs shown below. To update your account information, open the
Account Information Tab document.

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

-2 e e oRales o

Cata
sponses Manager

Transactions

Welcome, John Summary Businessinfo | Addresses&Contacts | Users | Commodities | Business Types

yeubeme  Account Summary

‘sked Questions.

“This page displays a summary of your account information. If you have any questions please contact your Primary Account Administrator or submit a question using the "Help" link at the top of this page.

v Announcements
Type Date Message

[Fit] [FProv] et ] [1om]

v Primary Account Administrator
Primary Account Administrator : John Doe Email:
Phone : 907-465-1234 Ext:

v Account Information
Vendor Code : Vendor Status : Active
Legal Business Name : 1099 Reportable : No

v EFT Information
EFT Information may be entered at an account level or atthe 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 Availa

~ Prevent New Spending
Prevent New Spending may be applied at the account level. This section indicates if new spending is allowed at the account level.

Account Level: No

 Payment Withholding
Existing Payment Hold: No
1099 Backup Withholding : No

v Financial Balance Overview
Open Agreements/Awards :
Scheduled Payments :
Total Payments Issued :
Total Payments Issued (Calendar Year) :
Total Payments Issued (Prior Years) :




