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

A

OIRIS

Integrated Resource Information System

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

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.
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User 1D

Password

Password Reset

Chck the Register

State of Alaska
Welcome to IRIS Vendor Self Service

Announcements Forms

06/01/2015

On 6/4/15, VSS is five for vendors currently doing business with the State of Alaska. These vendors wil have an account established in
VSS based on existing vendor information from the legacy Stats accounting systsm. Vendors will recee a letter with their activation

Click on a form below to either save it to your desktop o open it in Adobe.

code to activate their account '@

06/01/2015 te WA P

For June, accounts for NEW vendors il 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 ks to do business with the Stats will be able to ations and Functionaii

register a5 a new vendor in VSS.

06/01/2015 Iusiness Types
Compatible intemet browsers for VSS are IE 8, IE 9, IE 10 and IE 11 and Firefox ESR 24.

INIGP Commedity Codes
View All Announcements UIGE. Commodity Codes

‘The IRIS Vendor Self Senice allows you, as a payeeivendor, to manage your own account information, view your financial transactions and much more. Click an the Register button to begin Slling out an electronic appéication to become a payee/vendor

ymﬂs

button 10 registes a Aecess s
Regiter
Pubke Access
2. Accept the terms.
Privacy Policy. | ContactUs
L " Memorandum of Agreement
Welcome, iew
o Freguent Vendor Reqrstrationipdate Information
You ofthis. order o register as aw (VSS). It you accept hese terms you will be retumed to the Home
Page for Guests - PUBlicAccess

By submitting th gistr #that you are duly sumorzed by the Vendor to: (1) register the Vendor. () e, on benalf ofthe Vendor, a of the information requested in this registration
process; and (i) enter Into this Agreement on behalf of the Vendor. By SUBMITing this elecronic vencor regisiration. you heredy agree on behalf of the Vendor and for e benefit of each State of Alaska agency and puslic Body
mat

1, Al procurement transactions made, in whole or in part, ulizing e State of Alaska's proc solubon shal be govemed by the laws of e State of Alaska,
2 The Vendor shalluse VSS vendor regisf update the Vendor's Whenever necessary 1o ensure that the registration information remains accurate and complete at allimes
3 The Vendor heredy warrants that the information provided by the Vendor Trough the wation and VSS nall 3t all times be accurate, complete and current

4, The Vendor further warrants that each State of Alaska agency and public body shall be enttied at 3 imes 1o rely conciusively on the currency, accuracy, and 0
e VSS registraion and VSS registration update funclionaity as of al date even ifdiferent information is of has been availadle 10 of received by State of Alaska agency of public 20dy personnel Irough means other than the
VSS registration and regisiraion update functionality

5 The IRIS Vendor Salf Senice site provides the Vendor three securit roles 10 assion to the Vendor's amployees: Account Administrator, Full Access, and Display Onily. The Vendor hereby warrants that the securt role
assignments are properly administered and maintained at al times.

This Agreement shall remain in effsct for a5 long as the Vendor is registered as 3 VSS vendor. All rights are reserved to cancel the Vendors regisiration at any ime. In the eventthe Vendor's registraion is cancalied, the Vendor
shail remain 5ound ta this Agreement In regard to comgletion of any conract, purchase order of ofher electronic pr orin partusing VSS.

The Vendor hersby authorzes the Stats of Alaska to satisfy by o the vendor's accountf the account entered through the registration
process. The Vendor 4l fulfl the State's payment obiigation and the State will be credited for the full 3mount on the date the fund transfer Is completed The Vendor
the State will make 3 e Vendor within 24 hours Ifa reversing entry is made against i account This sumortyis to remain in full force through Me duration of this agreement
Itis the State of Alaska's policy 10 sed a pre-note 2ero doliar ¥ information. s complete, generally
days. The State of

AS30c830N (NACH requires your provide you with Informabion that the State inckudes 0n each payment Ay banking charge 1o
receive this information is the responsibility of the account holdar.

AS required by the Federal Oice of Foreign Asset Controlin support of US.C. Title 50, War and National Defense, the Vendor attests ihal the Rl amount of the direct depositis not being forwarded to a bank in anofer country
andthat f at any point the Vendor estatlishes a standing order bank in anothar county. the Vendor willinform the State of Alaska immediately. I the State Giscovers
hatthe fus amount of 3 direct deposit has been forwarded to another country or fInformation has been falsifled. i agreement shal be terminated

The Vendor certifes a8 and correct o isp 481156210 35 3 dass A misdemeanor.

-
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VSS — Activate an Existing Account

3. Write down any information on this page that applies to you because you may need it to update your
account information.

Privace Policy | ComtactUs
t’—", Registration Tips |

Meloome HEW  yeicome to he State of Aaska's Vendor Seif Service (VSS) Website

[Bock] Nex|
View Frequenty Already registered? Click here o login. However, if you are any of the following
sted Questons
\ This will not apply to current vendors

« Forsign vendor n 0

« Stale of Alaska employee activating their accounts.
+ Fishang Game licznse vendor
o Lease vendor with the Depariment of Adminisiia5an, Dision of General Senvces (DGS)

+ Subsiszed doptioniGuardiznship. Foster Parent win e Deparment of Health and Dhision of Office (ocs)
* OPAConlract Aomey

Pleass read your speciic **SPECIAL NOTICE™

Before you access your acoount, ftwil be helpful 1o gathar the folawing information: £

& TaxID Number

® Legal Business name

« DUNS Number (i applicaie) N

Issued by Dun & Bradstreet for each business location — As a current vendor most of this information may

Calltol free af 386-814-1435 o oblainvveriy your number have been converted over to your new VS account.
o Indicate that you are doing business with a Govemment endity

& Contact information for each business location (name, address, email, phone and fax)
o our for your account)

o |dentify headquarters if you have multiple locaSons

o Ordefing Address

o Payment Address

* SPECIAL NOTICE** for Foreiqn Vendors:

VSSis not available 1o foreign entiies or non-U . citizens due ta . b crezted by State of ol 8 any oiher necessary 8
dncuments from you of your company.

Please vist the following IRS website to obtain the apgropriate V-6 form(s) ta complete: 1 a Alistof W-6 forms and who shiould use them is provided in Ihe tabis below for reference.

Form: For Use By:
WSBEN [Incviduals (or single owners of 2 busines)

W-88EN-E |Enlties (Comoratans, Parinerships, Foundations. efc)

W-8GE  |Expalriates o Waive Trealy Benefits

W-8EGI |4 Foreign Person's o3 Trade o1 Business within in te United States
W-eEP or ofher Foreign certain hpes ofincome
W-BIAY Foreign Fi or certain US Branches of a foreion cank or insurance company
8233 |Indwiduals Claiming Exemplion for Independent Personal Senvces
The State of Alaska dnon-US citzens tax accountant It here are questions regarding which W- form to complete and haw 1o complete the W- form.

Ploas e mail of fax your completed W8 farm. Our mading address is
Department of Administration/Dndsion of Finance

PO Box 110204

Juneay 4K 998110204

Ourfax nUMBer Is: 907-465-2168

Pleas e DO NOT email e form 1o the Stale of Alaska, Emailis 10l secure means of Kans mission of sensiive information
You will be contacled if mare information is nesded I sst up your vendar record comecty. We thank you for your assistance

noor sui@ataska qov or call us al 807-485-

Nt that the State of to contacta " W-8 form fo complete or mare in-depth questions regarding 3 W-8 form. Any other questions, you may email us &t 3o dof
2452

*SPECIAL NOTICE™ for State Empioyess;

Please email the DOA DOF Vendor suorzalion Team at goa

00 b 1 Up 35 3 VENGar in IRIS for el (eMUrS ement. F1eas e pravide your [65al name, maling 3ddress, and mployes UmDs:

Per ASM 60,210, state a o travel must ddress Depariments sxemptfrom AAM 60 210 are paralegalsiattares with the Dept of Law, sl employees with the Dept of
Carrections, and boopers with the Dept of Public Saety

1fyou have adaional questions regarding AdM 80.210, please contact your departmant's State Financa Officar atthis link: hip idoa alas Finance Qfcers pof

SPECIAL NOTICE™ for L

Fish and Game License Vendors must be satup in the IRIS Financial System by Fish and Game Licensing prior 10 using VSS. Please contact Fish and Game Licensing al B07-465-2376 or email a0fa licen se@alaska gov 10 be 54t up in the IRIS Financial System

*SPECIAL NOTICE™ for L Division

1fyouhavea | twith DGS, i youMUST L ndor” o identity yoursel a5 3 vandor with a l9ase agraement on file with DGS, Ifyou don't have 3 [¢358 agresmant an file with DGS at the bme of
registration. but ater 0 5o, vour and Type “Gansral Svcs Lease Vendor' This iz to snsure is in sync with on file in ¥SS. i you have qusstions regarding this process,

pleas contact DGS at 907-269-8486.
~SPECIAL NOTICE™ for Subsidited Paroat

Ityou are someone who recelves a omer the care of a child the State of Alaska, or who receives a manthly adopon or you MUST Type

Identy yoursel a5 a vendos wilh OCS. This is fo [ vSs In process, Provider Payments af PraviserPay@islaska qov or their loll Tee aumber af 1-877-465-2215
**SPECIAL NOTICE™ for OPA Contract Attornevs:

OPA contracted aBomeys will Comtinus to Uz Practics Manager Web 10 rcord ime and case. allow remain in efectfor VSS may bé Used 10 rack and reconcile payments along with Maintaining veador

intormation.

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 Poficy | ContactUs
N : Search for an Existing Account/Results Found Back
Weicome, New "
To activate your account you must have a vendor code. This page will help you determine whether o not you have one. You will not be able to create a new code if one already exists. Ifthe itwill be a company or individual bas ¥ ly provided.

Please select one of the search options below to determine i you aiready have 3 vendor code.

View Frequeati
Asked Questions v Company Search

To see If you have a vendor cod and have an Employer Identification Number (EIN) on ile first search by TIN:
Taxpayer identification Number OR  Legal Business Name [*golder*
S | & —
OR

Enter your search criteria.
To'See I you'have 3 vendor code and have a Social Security Number (SSN) on file enter your Last Name and last four digits of your Social Security Number. .

LastName 4D Last4digits of SSH |
Search

The following exists for the information you entered:

Vendor lumber Legal Business Name  AliasD8A Name  Activated?

Guorrs GOLDER MAGE BC ™ Gl here tosetate your secount. Search results appear here. Identify yourself and
G0AS1081 ‘GOLDER ASSOCKTES NC o Click here to activate your account click the link to being the activation process.
Has your account been found and listed above?
Ye registered Click the "Contact your i for access.
Yes Click the “Ci your account” link to begin the process for activating your account.
Yes, Cick the ocaton’ y
e progs Click the “CI ™ link to logi tn account.

Cancel Registration _ || Back |

‘Additional Resources & Information:

As ¥ for errors.




VSS — Activate an Existing Account
5. Enter your six-digit authentication code here.

.,_l _! Account Verification
Il

Aisied

T —
e Vendor Verification Password :

Submit Fictur to Vendor Name Search |

Passwords are 5o by your Accounl Adminisiratar I you
dontkmow the passward. see the contact information
below

Headquartars:

Account Administrator

Frincipal Contact When you initially register, this information will not be here. After
: ‘\ you have activated your account it will appear here but you will
Emall only be asked to verify this information once a year.

Phane :

Additional Resources & information:

As you compi 10 the next step, Wil ek 1of errors. T

« Anofification message wil be displayed af the top of the
« You must correct the errors indicated before confinuing to the next step.
« Anditional the Question

the left hand navigation bar.

Privacy Policy | ContactUs

Cancel Registration || Back| Nex|

/

Cancol Rogintration | Back | Next|

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

id and password before clicking next.

==—= My User Information

Vieicome, Hew

Viow Frequentiy Croale your usor 1D Nero. You will be assigned the role of P Account quently Questians for addil tails about the count Adrinistrator role.
Ashed Questons

» General Information

Cluser inteemasion e o
“User I0 (case sensitive) :

D verity and Submit golder

== {User ID shoukd be betwesn 2 ani 16 characters i length )

* John

* Doe

wid bohna@alaska gov

daad bohnaalaska gor

* 9074651234 Ex ]

YO

00K

= Password
Password requirements when sefing up your password
- Should be between 3 and 18 charadiers i lengh
- Must nave at b3t One nUMenc character (0-9)
- MUS Ve 3l 16351 OE UPRET CasE 16Mel (4
Must have al st ond lawdr case loter (a-
~Must have atleast one symbol flag (@ 54
~Can' contain your User 1D
Can'l contain the word ‘passward”

“Password lcase [ ————
sensitve):[*°°7°°""
“Re-entar]
wora
" Securty QUESIION : yynare wers you bom? -
*Security Answer
(case sensitivef
Re-enter Securi
Answer

[eanesess

* Indicales a required field

Additional Resources & Information:

step and the system will check for errors. if there are errors:

.k be
+ You must correct the errors ndicated before confinuing fo the next step.
& hddis " Asked Questions accessible from the left hand navigation bar,

Privacy Policy | Contact Us

Concol Regitration || Back | _Nest|

=

Gancel Repisation | | Beck ] et

7. This is the final step.

Privacy Policy. | Contact Us

l ’ You have 4 messages

[S—— Us

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.

telcome. New :

on Response User roke

Vew Frequenty
Asked Questions

B User indormation
Elvesond St Verify & Submit Registration

Click the ‘Submit Registration’ buton to complete your regisration. You may review your regisiraton prior to SUBMIting #t by clicking on the ‘Back’ button of aWating Mrough e regisiration pages on the lefl menu

‘Submit Registration

N T

Agdional Resources & laformation:

As you complete each step and move 1o 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 step.
. feft hand

[ o mmttn ] sk

Cancel Registration | Back |

8. This page verifies that you have completed the process.

l , Thank You!

[ S

e regissation proces. You may now login %o VSS using the User Name and Pesswond you just arssisd

Congratulafions, rau have 2

Frivacy Report | Contact Us
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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 (VS5) system.

Here are some details about your VSS account:

Your User |D js: golder
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.

Hip  C
State of Alaska tielp
=) Welcome to IRIS Vendor Self Service
-
The IRIS Vendor Self Service allows you, as a payseivendor, to manage your own account information, view your financial transactions and much more. Click on the Register button to begn filling out an electronic application to become a payee/vendor.
Announcements Forms
User 1D =
06/01/2015 Click on a form below to either save it to your desktop or open & 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
1 VSS based on existing vendor information from the legacy State accounting system. Vendors will recenve a letter with their activation
asaword Code to actate their account -@
coessens| 08/101/2015 ISubstity
For June. accounts for NEW vendors will ba created following existing processes by working with each of the State of Alaska
Login departments they wish to do business with. Starting 7/6/15. new vendors who would ks to do business with the State will be able to
regster as a new vendor in VSS
06/01/2015

Compatible intemet browsers for VSS are IE B. IE 9, IE 10 and IE 11 and Firefox ESR 24

Annguncements

Register
Public Access

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 tielp | Site Map | Privecy Poticy | Logout

account

P Inforrmabon

Welcome, John Addresses & C | users Commodities | Busmess Types

Account Summary

This page displays a summary of your accaunt information. I you have any questions please contact your Primary Account Adninistrator or submit  question using the “Help” ink at the top of this page

w Announcements
Twe Date Message

| e e

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

= Account Information
Vendor Code: Vendor Status : Aciive

Legal Business Name : 1099 Repartable : No.

~ EFT Information

EFT Information may an aooount level o at® level. Ifthe Agdress L avalue of Atleast one address has aodress-speciic EFT Information’ navigate to the Addresses page to
view the EFT Stafus .

Account Level EFT Status : Eligitle for EFT
Asoress Level EFT Informaion Avasiable : o

~ Prevent New Spending
Prevent New Spending may be applied at the account level. This section indicales 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/iwards :
Scheduled Payments :
Total Payments Issued :
Total Payments Issued (Calendar Year) :
Total Payments Essued (Prior Years):




