Welcome to Vendor Self Service — a new and easier way
to do business with the Village of Wellington!

Existing Vendor Registration Guide

Vendor Self Service (VSS) allows existing and future vendors to view their purchase orders,
invoices, and checks. Vendors can also maintain their contact and remittance information as
well as commodities offered, and upload documents such as W-9, insurance and Memorandum
of Understanding (MOU) are required to become an approved vendor.

e Vendors that have previously registered through the Vendor Self Service site will be required to
re-register due to a system maintenance upgrade. Once you have completed the re-registration,

you will enter your vendor account by clicking on the Log In link located in the top right
corner of the screen.
e All others should click on Vendor Self Service button located on the Navigation Menu.
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Existing Vendors will need their Vendor ID and Taxpayer ldentification # (typically the Federal
Employer Identification # or a Social Security #) to register.

In order to ensure we have the most updated information on file, please attach a valid W-9
and certificate of insurance (only required for vendors who provide a service to the Village). A
Memorandum of Understanding (MOU) will be required as proof of registration through the
Department of Homeland Security E-verify website.

If you cannot locate your Vendor ID or are encountering errors in the registration process, please
send an email to purchasing@wellingtonfl.gov for assistance.

e Click on Log In/Register to begin.



'#.)4/':4.‘! THE VILLAGE OF
ELLINGTOM

‘Welcoms to Vendor Self Service

[ Lo g |
L g a v § ] S
forLing By - il ek
- S

T ey b e e rmr e R et D1 e et e m e P e o Pt par e b b [0 o f ey b iy prbem o wh i teeg

e Click on Register for a new account.
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Identify. Authenticate. Empower

e Enter the following information.
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Once you have entered your email and password you will receive an email asking you to confirm your

email address by clicking on the link provided.



User Self-Service

Congratulations! You're registered

One last step. Click the confirmation link sen:m'_ﬁ.wellingtonﬁ.gov

After you have done this verification step, you will go back to the Vendor Self Service website and enter

the email and password you selected and repeat the previous steps (from pages 1-2) which brings you to
the following screen.
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e C(lick on Link to Existing.
**please note: if you previously registered on the VSS portal using an email address as your
username, you will not be required to “Link to Existing” if you are using the same email as
before. You will bypass the following the steps found on Pages 4-5 and will be directed to
Page 6 where you will see your Profile Information and Vendor Information.**

WitikeroN
Walcoma te Vendar Self Service

Wit ¥ s e
Ko vendor information is Bnked 10 your stoeent

rialier =, s Smrsdior wr fnk e iy, mmiabing sruiicr:

1 e it L5 0060 1 i L Uk
o pme S sy 1 B b S Sty e 1) 0 e oy sy i Vg i Ve, paaams il g S (7T oy S e e o i g hanges

Enter Vendor ID and Taxpayer Identification # (typically the Federal Employer Identification # or a Social
Security #) and click Link to Existing.
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Link to Existing Vendor



e Enter the following information and click continue.
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e Click Vendor Information (located on the Navigation Menu).

e Update any required information, if you see the message below.
‘ A Your profile is missing required information. Please update where required. o
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Vendor information
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e Enter the following information, if needed.

Field Description

Company Name

Enter business name (or your name, if applicable). Multiple lines are
available, if needed.

Doing Business As

Enter doing business as (DBA) name, if applicable. (optional field)

Foreign Entity

When selected, indicates that the vendor is a foreign entity.

Address Enter your main address. You must enter a two-letter state postal
City abbreviation code in the State box.

State, ZIP

County Not applicable. Please skip.

Country Enter your country. (optional field)

Fax Number Enter your fax number. (optional field)

Geographic Not applicable. Please skip.

Send Remittances to the
Above Name and Address

Check this box to make this the default address for remittance
information (optional field)

Email

Enter your primary email address.

Web Site Enter your website URL. (optional field)
FID or SSN Select if you are providing an FID or SSN.
FID/SSN Enter your FID or SSN. The system will verify that the format of this

number matched the identifiation typle slected from the drop down list
above. Re-type your FID or SSN for verifcation.

Your Preferred Payable
Delivery Method

Currently the system is defaulting to mail.
If you would like to receive electronic payments, select E-mail.

Your Preferred Purchasing
Delivery Method

Currently the system is defaulting to e-mail.

Bank Routing Number

Enter your routing number.
Only complete if you have selected electronic payments.




Field Description

Bank Account Number Enter your account number.
Only complete if you have selected electronic payments.

Bank Account Type Indicates the type for the entered account: checking or savings. Only
complete if you have selected electronic payments.

e Click Update.

e Review the information that is shown on these screens.
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e To add attachments, click Attachments (located on the Navigation menu)

e In order to ensure we have the most updated information on file, please attach a valid W-9 and
certificate of insurance (required for all vendors who provide a service to the Village). A
Memorandum of Understanding (MOU) will be required as proof of registration through the
Department of Homeland Security E-verify website.
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e Click Attach to attach documents
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e C(Click Choose File.

e Navigate to the saved documents

e After attaching the documents, click Continue

e Toadd commodities, click Add (in the middle of the page) or Commodities (located on the
Navigation Menu)

e You can use the Search box to search for commodities by code or keyword. Alternatively,
clicking List All Commodities/Services displays all commodity codes in the database.

e You can view commodities by group using the numbered group selections, or identify specific
commodities by selecting individual check boxes.

o After identifying the applicable commodity codes, clicking Add causes VSS to add all of the
selected commodity codes to your profile and updates the Currently Added list. Clicking
Remove removes the commodity from the group. When complete the commodity code will
update, then click Continue to save the changes.
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Congratulation, you have completed the registration!
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