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VENDOR SELF SERVICE OVERVIEW

Vendor Self Service

Vendor Self Service (VSS) provides our active vendors web-based access to their personal information and records.  Purchase Orders, Invoices, AP Checks and Bid information are all available online.  Vendors also have the ability to update their profile, including address, contact information, and commodities information.

Vendor Self Service Users

Existing vendors may register and gain access to their information through the VSS website.

Potential Vendors may also complete the registration process and be given limited access to VSS.  The registration process will also create a new record in our vendor database. This record must be activated and granted access by our VSS administrator to freely navigate throughout the site.  

**IMPORTANT** 
When entering information into the system please use ALL UPPERCASE LETTERS
DO NOT use any punctuation marks (examples ,  : - / #).

 

E-Verify
Effective July 1, 2013, the Georgia Security & Immigration Compliance Act requires contractors that provide labor or services to a public employer to register and participate in the federal work authorization program (E-verify).  Therefore, we are required to obtain a signed, notarized affidavit from you verifying your compliance with this Act (see attached forms).  If you feel that you are exempt from this Act, please provide us with a written explanation that is supported by the law (see Official Code of Georgia Annotated 13-10-91).
To enroll in E-Verify and obtain your company’s EEV/E-Verify Company ID Number, visit www.uscis.gov. Once you have your company ID number, complete and have notarized the attached affidavit(s) and submit to Columbia County according to the options below.  Remember, you must also provide a subcontractor affidavit for each subcontractor that you utilize. 

Form W-9

Although you may not be subject to 1099 reporting, the IRS dictates that we have a complete IRS Form W-9, Request for Taxpayer Identification Number and Certification, on file for all vendors. You can upload this document within our system. Please note that a signature on the W-9 is not required. W-9 forms may be uploaded by clicking on the attachment button once the vendor has registered and/or signed in.
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Vendor Registration
The Vendor Registration process accepts both potential and existing Vendors in our vendor database. 
To begin the process, click on Vendor Registration on the VSS homepage.
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Registration is a five step process.  The current step is indicated by the bold type on the right hand side of the screen.

STEP 1:

· User ID:
Enter a unique ID that will be used to log into the VSS site.

· Password:  Enter a password twice including a password hint.  The password must be 6 characters in length and can contain upper and lower characters including special characters and numbers.
· CAPTCHA:  Verification process (CAPTCHA: Completely Automated Public Turing test to tell Computers and Humans Apart) to protect database from outside attack. For Example, humans can read distorted text but computer programs can’t. 
· Existing Vendors Only:  These fields are for existing vendors in our database.   The Vendor ID will be provided by Columbia County staff. You can locate your Vendor ID on your Purchase Order or AP check stub. 
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STEP 2:  Provide general information, including address, email, web site and FID or SSN number.  If the Vendor selects the Send Remittances to the Above Name and Address check box, the mailing address information on the next screen is pre-populated. 
Note:

All information fields marked with a red asterisk (*) are required. 


Please use ALL CAPS when entering information.
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STEP 3: Enter your remittance information (Name, Address, City, State, Zip and E-mail address).
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STEP 4:  Enter additional contacts including preferred communication method(s).
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STEP 5: Verify screen shows information entered and allows updating incorrect information from this screen by clicking Change.
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Once information entered is verified, click Register.
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After you click Register, you are automatically logged in and are taken to a confirmation page which contains a link to My Profile. The My Profile page allows vendors to edit information, including commodities.  A Vendor may also access this through the button on the left.

Note: Access to other VSS screens must be granted to the vendor by our VSS administrator.

.
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My Profile contains general information about your company that may be updated by clicking Change next to the heading.  You may register various commodities by clicking Add at the bottom of the screen next to Current Vendor Commodities.
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You may sort through the commodities list ten at a time, or use the Search function by entering in key words or the first three digits of the commodity code.
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120 | BOATS, MOTORS. AND MARINE ECUIPNENT

135 | BRICKS, CLAY, REFRACTORY MATERIALS, STONE, AND TILE FRODUCTS

175 | CHEMICAL LABORATORY EQUIFMENT AND SUFPLIES
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405 | FUEL, OIL, GREASE AND LUBRICANTS
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Once the desired commodities are found, select the associated check box and clicking Add. 
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The commodities added are listed at the bottom of the page where you are able to remove commodities if necessary.  After you have selected all of the desired commodities, click Finished.
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