®IRIS

Integrated Resource Information System

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.
tome | figip} | Accessible Help | Site Map | Privacy Poli Logout |
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Welcome, summary Businessinfo | Addresses&Contacts | Users | Commodiies | Business Types
View Frequently

il Account Summary

Help Center
See Below

I'rmg page displays a summary of your account information. IF you have any questions please contact your Primary Account Administrator o submit a question using the "Help" link at the top of this pagel

« Announcements

Click here for Announcements are system generated messages to alert you of
FAQs specific Tyoe Date Message relevant information pertaining to your vendor account.
to this page. —I —I —I —I
See Below » Primary Account Administrator Initja_lly your ﬁrst_a;count administrator will be the person who
Primary Account Administrator Email activated an_elxlsunlg anr,ou_nt or created a new account. For
Phone:: . additional information go to Users sub-tab.
one : Ext:
v Account Information Existing vendors retained their current vendor code. New
Vendor Code : Vendor Status : Active vendo_rs will bg assigned a yss vendor che. For additional
Legal Business Name : 1099 Reportable : Yes information go to Business Information sub-tab.

v EFT Information

EFT Information may be entered at an accountlevel 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
viewthe EFT Status for each address

For account level informaton go to Business Information sub-tab and for address

Account Level EFT Status : Eligible for EFT level information go to Addresses & Contacts sub-tab.

Address Level EFT Information Available : No

v Prevent New Spending q 4 P "
Prevent New Spending may be applied atthe account level. This section indicates if new spending is allowed at the account level MBI E e ey Sen e FIErEs:

Account Level : No

< Payment Withholding | EXISTING PAYMENT HOLD - amount of a contract that is held to be released at a later date (Financial Transactions Tab in the Agreements
sub-tab or Scheduled Payments sub-tab). 1099 BACKUP WITHHOLDING - The IRS requires that payers withhold taxes if you have

Existing Payment Hold: No - 5 N " o - . " A g
submitted an incorrect taxpayer id or incorrect name, or a combination of both (Financial Transactions Tab in the Tax Information sub-tab).
o

1099 Backup HY

v Financial Balance Overview

Open Agreements/Awards : §7,271.16 Summary of financial information for awards (contracts, delivery
Scheduled Payments : $120.24 orders or purchase orders), payments pending and issued. And,
Total Payments Issued : $40,117.26 total payment for calendar year and prior years.
Total Payments Issued (Calendar Year) :

Total Payments Issued (Prior Years) : 540,117 26

FAQ page

Account Summary

« WWhat is Backup Withholding?

The Internal Revenue Senice requires that payers withhold taxes if you have submitted an incorrect Taxpayer dentification Number or Incorrect Name, or a combination of bath. This process is called Backup Withholding. ‘

Your Vendor Status may be Active or Inastive. Ifthe 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?

Help Center

Heip Center ome

At Contents 7 Search - @@ Integrated Resource Information Systel
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TAweicome Account Information
bout this Hei
M.._, “‘E‘p U:g:”!w The Account Information is not available if you entered V8S as a Guest. This tab contains the following sub-tabs. Click on each link to accesses frequently asked questions for each sub-tab.

Typooraphical Conventions:
(2] Navigating the Help System
[2) searching the Help system

« Wy Business Information
% Printing the Oniine Help
@ accesaibilty s Addresses and Contact
[ Accoint Informatient
[ Account Summary « User Information
My Business Information
Acciresses and Contacts + Com
E.wum and User Maintenance
Commoditien + Business Types
lousness Tyoes N
[@ service Areas * Sanice Areas

Transactons

B: Catalog Search
)Solctation Responses

and Activation
5 Search Functonaity
[2user Guide Downlaads




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

Vi Freauentty My Business Information

JAsked Questiong.

This i 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 ta change your Taxpayer ID. Refer to the FAQs to madify your organization
: ion. 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 |
H g 2pproval
to this page.
See Below

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

B pownioaa sunstiute w-a certeation Form

v Headquarters Information

Headquarters Legal Name Franchise Account: No :
Headquarters Account Code Headquarters Web Address : Cli .
ick here to print copy of W-9 to fax an:
1099 Status Catalog DUNS : p 2 y

requested changes to the Division of Finance.
Taxpayer ID Number

Taxpayer ID Number Type

v Organization Information
Organization Type : Company Foreign Tax ID.
Classification : LLG filling as Sole Prop W-8 Form:
Location Name : Ordering DUNS :

Location Web Address : Internet Catalog :
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:
Statel Province
ZipiPostal Code : E

< EFT Infermation
ABA Number Account Number :
Routing ID Number ;
EFT Status: Eligible for EFT
Account Type
Remittance Advice Transmission Mode :

v Discount Information

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

* Indicates a required field

FAQ page

My Business Information

« What is Headquarters vs_a Child Account?

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

« What is the process for updating My Business Information o Changing TIN?

 How do | add a new location that should have separae business 2

« How do | determine the status of my changes or additions?
« What is 8 Government Entity?

« YVhat is the Lecation Nams?

« What is an ABA Number?

« What is the Account Typa?

« What is Remittance Advice?

« What is an Account Number?

« Vhat is & Routing Number?

« What is the EFT Status?

Related Topic(s)

« Change Taxpayer Identification Number
. Business Location

« 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.

' l Acco Financial licitation
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e inforenation Tronsachons Opportunities Shonses Waliagentent

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

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

P My Business Information| Clickhere to display fields to make
changes to your information.

This is your Business Information. The buttons gestfibed 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 if you need to change your Taxpayer ID. Refer to the FAQs to modify your organization

information. Select the ‘Pending dditions' button to display requested TIN changes that are not approved yet. Select the View Pending Changes' button to display other Business Information changes that
are awaiting approval

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

) pownioad supstiute .o gereation Form

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

l l Accoupt Financial Busines, licitation Catal
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Welcome Summary Business Info Addresses & Contacts | Users | Commodiies | Business Types

e Fesveny 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. Ared 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.
Cancet

+ Headquarters Information
Headquarters Account Code Verify My Locations by : (reate My Own -
1099 Status : Yes

Franchise Account : —

click here to save changes or cancel

Vendor Verification Hint: prqyide Authentication C

Headgquarters Web Address : Vendor Verification Password : .

Please include hiipffor nipsy  COMTITM Verification Password :
Catalog DUNS :

» Organization Information

Organization Type : Company Foreign Tax ID
Classification : nd s Form -
LLC filing as Sole Prop Ordering DUNS
Location Name
9 digits (no dashes)
Location Web Addrese : Internet Catalog
Number of Employees : - Please include i/ or o/
Preferred Ordering Method -
Annual Income : -
Pcard Acceptance Level : -
» Legal Name Information
Legal Name on W-9 : Name on Check: gog -

AliasIDBA (Business Name)

» 1099 TIN Information
Taxpayer ID Humber : 1098 Reportable : Yes
‘Taxpayer ID Number Type :

Please note hat your TIN Type is determined by your Classification

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

Please note tratyour TIN Type s defermined by your Clasification
» Legal (1099) Address Information
*Street 1

“CHY: ANCHORAGE
“ StatelProvinee : pjacya M

“ZiplPostal Code : ggen 4137

» EFT Information

ABA Number : Account Number :
Routing ID Number :
AccountType: Checking + 3
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
indicstes reuired 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.

Home | Help | Accessible Help | SiteMap | Privacy Policy | Logout
pccount Financial B licitati Catal
- = information Transaciions Opportunities Shonses Waliagentent
Welcome Summary Business Info

Addresses & Contacts |

Users | Commodities |

Business Types
View Frequently

Asked Questions. My BUS iness Inform ation | here to view pending changes. |

This is your Business Information. The buttons described gk 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

information. Select the ‘Pending 1099 Additions' bu

are awaiting approval

iy your general information. Select the ‘Change TIN' button if you need to change your Taxpayer ID. Refer to the FAQs to modify your organization
to display requested TIN changes that are not approved yat. Select the View Pending Changes' button to display other Business Information changes that

[[Update | View Pending Changes | Pending 1099 Additions

Change TIN Pending Changes : /=
) Downisa suvstiue o cerneation Form
Home | Help | Accessible Help | SteMsp | Privacy Policy | Logout
l l account Financial 5 Jcitat Catal
= = information TranSsctens Opporiinites SBonses Managentent
Welcome Summary Business Info

Addresses & Contacts | Users |

Commodities |  Business Types

View Frequently
Asked Questions

View Pending Changes

lays update

ess records that have not yet been reviewed or approved by our Organization. A stat

w Change' indicates that the record has yet ta 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  Last Updated On Ol Value New Value Modified Area  Status

Information Page. See screen shot above.
Back

_I _| _| _| / | Clicking here will take you back to Update My Business I
|

Update Pending Changes

Attribute Changed [ Old value: [
Change Entered By:[—— New Value:[
Change Entered On:[—————— 0ld Memo Value :
LastUpdated on: [~
Modiied Area:[———————
Stas i Hew 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 | Accessible Help | SiteMap | Privacy Policy | Loaout
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Addresses & Contacts |

Users | Commodities |

Business Types
View Frequently

‘Asked Questens My Business Information | Click here to view pending 1099 additions. |

This is your Business Information. The buttons described below are conditiong

Jly 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 infofmation. 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’ button to display requested TIN changes that are not approved yet. Select the View Pending Changes' button to display other Business Information changes that
are awaiting approval.

v

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

Pending Changes : -~

a2l Download Substitute W-9 Cerlification Form

liome. | Help. | Accessible Help | Site Map | Privace Policy. | Loasut
- = B TR LunL af SRt
Weicome summary Business Info

Commodities | Business Types
View Frequenty

‘Asked Questions

Pending 1099 Additions

This view displays all new 1099 records entered for your accaunt that have not yet been reviewed and approved by our organization. A s
financial system for approval A Pending Approval’ status indicates that the record has been submitted to our financial system and is a

i of ‘New Change’ indicates that the record has yet to be submitted to our
iting approval

» Pending Additions Status
Status ;

» Organization Information
Organization Type w8 Form
1099 Classification :
Foreign Tax I :

» Legal Name Information

First Hame : Legal Hame On w.9:
Middie Name : Business Name (AliSS/DBA)
Last Name : Hame on Chock :
» 1098 TIN Information
Taxpayor ID Humbor : 1099 Roportablo :
Taxpayer ID Number Type : Detailed TIN Type :

» Legal (1098) Address Information
street 1
cit

State/ Provi click here
ilpfvnslaV




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 | Accessible Help | SiteMap | Privacy Policy | Logout

Financial B Cata
I 2 Traneations Opportuniies s Managentent

Welcome Summary Business Info Addresses & Conta

e o My Business Information |Click here to make changes to information
— related to taxpayer identification number.

This is your Business Information. The buttons described below are conditionally displagd based on your organizations system settings. Contact your Primary Account Administrator if you have questions
regarding these buttons. Select the Updats” button to modify your general information. Sect 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 ths{ are not approved yet. 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 : [

) pownioad supstiute .o gereation Form

Home | Help | Accessiblebelp | SiteMap | Privacy Policy | Logout

- =1 wiiERSn TR onbbHiRes iShatmen a8 RTont
Welooms, Business Info Addresses & Contacts | Users | Commodities |  Business Types

Change Taxpayer lIdentification Number

View Frea
‘Anked Questions

W itoct your Taspayer idnification Numbr information here. Clic the ‘Save’ buttan onc all updstes have besn mads, Giick the ‘Cancel’ buttan to undo il ths updates you sntsrec |

-~

» Organization Information
Organization Type : Company
* Classification: [

LLG filling as Sale Prop

» Legal Name Information
Legal Name on W.9

» 1099 TIN Information

“Croato Taxpayer 1D Number s [~ Taxpayer ID Number :

“Re-Enter Taxpayer ID Number: | Taxpayer ID Number Type : EIN
Flaase nata that your TIN Type I determined by your Clasification
1099 Reportable : Yes

» Legal (1089) Address Information
*Street1:
"City : ANCHORAGE
 State/Province : Ajaska .

“ZipiPostal Code ! 9a503.4137

“Inaicates requiied fields

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 | Accessibletielp | SiteMap | Privacy Policy | Logout
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Welcome Summary | Business info Addresses & Contacts Users | Commodities | Business Types

Sy
&shebCuestons 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.

Click here for

FAQs specific To modfy 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

AddressID Address Type Address Principal Contact EFT Status  Prevent New Processing Active From  Active To  Pending Changes
AD0T Payment 0613011380 r ViewlUpdate View Pending Changes
AD01 Ordering 0613011380 r ViewlUpdate  View Pending Changes

Assign/Create Addresses & Gontacts View Pending Additions

Update Addresses
Address D Address Pending Changes
AD01 r~ View/Update  View Pending Changes
AD04 r~ ViewlUpdate  Visw Pending Ghanges
AD0S r Viewlpdate  View Pending Changes

Update Contacts
Contactid Contact Name ~ Contact Address Pending Changes
peot r ViewlUpdate  View Pencing Changes
) - Viewlpdate  View Bending Changes
PCoS r View/Updste  View Pending Chanes

| [prev] en] o]

FAQ page

Addresses and Contacts

+ Gan | have mors than one address associated with the same address typs?

 What are my Administrative. Qrdering. Payment and Billing Addresses?

« Who will ba the contact person for each address?

5 and contacts?

 Whal is the process 1o updale addres:

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

Related Topicis).

n/Croate Addre and Contacts




VSS — Account Information

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

e infSTenation e s opboribes Sponse Walage et

Welcome Summary | Business info Addresses & Contacts Users Commadities Business Types

View Frequently
st 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

click here
Existing Address & Contact Assignments

Address D Address Type  Address Principal Contact EFT Status _ Prevent llew Processing  Active From  Active To /Pending Changes
ADD1 Payment 0873011980 o ViewlUpdate  View Pending Chenges.
AD01 Ordering 06301980 I ViewsUpdate View Pending Changes.

I AssigniCreate Addresses & Contacts | View Pending Additions | I

Home | Help. | Accesaible Help | Siic Map. | Privacy Policy. | Logout
I I nf & 5

_— L1188 delpiaten mafBRTne
e Summary
You have 1 messages -
e Fresurn) o Address entered will auto correct to meet
Asked Questions 1 Error - The address entered was modifled to meet postal standards. Select efther the Original Address or the Corrected Address 10 continue. (A5447)

postal standard:

Assign / Create Addresses & Contacts - Step 1 of 3

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

Your addre
was validated

= Address Types

nay be validated according ta postal st

ds If prompted, review the changes and choose either the address you entered or the one that

¥ Account Administrator 05062015 [ ospspz016 [ r
I~ Ordoring m m r
I~ payme m m r
Billng m m r
« Address There are four types of addresses: Administrative, Ordering, Payment and Billing. You must

always have at least an active payment and ordering addre:

Original Address

171 selest Address ¥/ select Agaress

“Address ID Find Adaress D[

“street 1: Stroat 1
street 2: Stroat 25 [T
“Chy: Anchorage Gy i[anchorage
*StateiProvince : Alaska - StatelProvince ifajagia
“ZipfPostal Code : 99503 ZipiPostal Code : [GgEga4TaT

Country Name : United States - country : [§
county: ¥ County:[
PRONe: 407 0222022 Ext:

Pnone : [q07-222-2022 | EXU|
YK KKK

“Indicates a required fleld

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

- [ TrhREREns naiggEtent
Welcome Summary | Business info Addresses & Contacts Users ommodities | Business Types

Yaw ety Assign / Create Addresses & Contacts - Step 2 of 3

Select an exisling of enter a new contact for the address you entered on the provious 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
prompted with additional pages o enter the associated contact information

Back |_Cancel
/' v Address Types

lml “Active From Active To Default Record Department/Division Additional Address Information
¥ Account [osiezo1s [os/2s/2015 m I I
I~ Ordering [ [ B [ [
 payment [ [ oo ]
I~ Bitting [ [ F [ [

 Principal Contact

*Principal ContactI: (5257 Find Alternate Phon

e

“Contact Name: | Alternate Phone Extension : [~
Emal [ Faxi [
Correspondence Type : - Fax Extension [

English Spoken : & Alterate Fax: [~
“Phone : Altornate Fax Extonsion : [~
XKXXX-XXXX
Phone Extension :

" Indicates a required field

Mome | Mol | Ascossibie velp | Stetap | Prvacy Poncy | Logour

5
3

nafid§ibne

SERins oppHes A

Wilcom Business in Addresses & Contacts

Business Types

M Comunaiy Assign / Create Addresses & Contacts - Step 3 of 3 =

[Eiease rovew the addrase and contact information you have eniered _Gllck (ha-Save bution to submit them ||

Address Type Active From  Active To  Address I Addres: Principal Contact
W Registrar 03062015 087262015 ADO:

(it [P (][]

= General Information
Adaress TYpe ! [y

Active From (05082015 Adamonal Adaress information : |

Department | Diviaion |

Active To: [05/38/2015
Dotautt Record : |

- Address
Adaress 0 [RFos counuy: [Uned Stmien
sweet1: county:[
B e —

i [Anchorage Phono Extension [~
StatoiProvince [
Zip/Postal Code : [G35039737
= Prineipal Contact
Principal Contact 0 5557 Phons

Principal Contact

Phons Extension

Eman Aternate Prons

Corraspondance Type Alternate Prone Extension

Enguian Spoken

Fax




VSS — Account Information

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

View Frequently

=== View Pending Additions - Addresses & Contacts

JHere are your new addresses and contacs awaiing approal. |

Address Type  Active From  Active To  Address ID Address Principal Contact Status
v Payment 0412912015 £D03 Pending Approval
Web Registrar  0S/082015 087252015 ADOS New Change

et [ree] Hen| o]
/vﬂl

~ General Information

Address Type:[pa— Division/Department: [~
Active From:[G4pgp01s Addiional Address Info [
Active To:[———————

Default Record : [~

~ Address
hadrese D:[apos County :[nited States
Sl — couys [
Street 2: [ Phones|
Y [anchorage Phone Extension :[
StatelProvince : e

ZipPostal Code  [ggE01 1213

» Principal Contact

Home | Help | Accessible Help | Site Map | Privacy Policy | Logout
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Welcome. Summary | Business info Addresses & Contacts Users Business Types

View Frequently
= 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 Vien/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

AddressID Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To  Pending Changes
AD01T Payment 0613011380 2 View/Updale  View Pending Changes
AD01 Ordering 06/30/1380. r View/Update  View Pending Changes

[First] [ Prev] [ Next ] [ Lost] Assign/Create Addresses & Gontacts |

Home | Helo | Accessible Help | SiteMap | Privacy Poliey | Logout

—— 5 Traheasions oppbtiinites Hpease mafeennt

Welcome Business Info Addresses & Contacts Users Commadities Business Types

iew Frequeniy View/Update Assigned Address & Contact

Asked Questions

WHere you can let us know how long your address will be valid or provide additional information. Click the “Save' button ance all updates have been mads. Click the ‘Cance! bution to undo all updates entered. ff

Delete | Cancel | ——n

w General Information

Address Type:[ga Correspondence Type: posial Service v
“ctve From: ge3njise) Contact English Spoken : &
ActiveTo Additional Address Info : 7
Default Record: [
\ Division/Department : .
\. Address
» Principal Contact
#Ingicates a required field
tome | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout
- nfsnaton TishSachons Opporiunites ponces Mahagentent

Business Info Addresses & Contacts Users Commodities Business Types

Welcome

View Frequently

== View Pending Changes

W Here are your requested changes awaiting approval- J{

Attribute Changed  Change Entered By Change Entered On  Last Updated On  Oid Value  New Value Modified Area  Status
+ Adgtional Address hfo 0810872015 051082015 Update o dentify Department  Address Information New Change
Division/Department 051062015, 0510612015 Administration Address Information.  New Change

\_|_|_|_|
| Back|

Attribute Chianged : (43 o nal Address Info Old Value:: |

Change Entered By | New Value: (1o iatc 5 identy Depa
Change Entored On: [0E /062015 0ld Memo Value ; 7
Last Updated On : 050612015
Wodified Area: (5 dress Information
StaUs : [New Change

New Memo Value 7




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.

Home | Help | AccessibleHeln | SiteMap | Privacy Policy | Logout

e ) SRldn OJ5ee i

Maligeitent

- = InfeRi

Wwelcome Summary Addresses & Contacts

view Frequenty
L Account Users
Asseunt User

My Promie

Listed in the grid are all the users for your VSS account. You may add account users by selecting the Add button. You may visw o moify existing users by selecting the View/Modify' link next to the
corresponding record You may delete users by selecting the ‘Delste’ link next to the comespanding recor

Userld  FirstHame Lastame Access Level Account Status
000816737 Account Administrator  Active View/Mosity Dslete
tmartin Account Adminisirator  Active Miswosify  Delete

L] o] e | o]

FAQ page

Account and User Maintenance

« Account Users - What is the Primary Access Level?

= Account Users - What is the Optional Access | avel?

« How do change my password?
« How do | change another user's password?

« Are users informed if their information has been changed?

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

« How do| change the Primary Account 2

« Canl modify my access levels from the My Profile page?

« Whila adding a new user. do | craata tha User ID?

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

Welcome

e
o) Account Users
Avssunt ser

My Proie

You may add account by
ink next to the corresponding record

Listed in the gri The users for your V55 acc
record. You may dslete users by selecting the Delet

Userid  Firsthame LastHame Access Level Account Status

L] e [ ent] o] \

Home | Help | Accessibie Help | SiteMap | Privacy Policy | Logout

Welcome commadities Business Types
view Freauen ate your Usar ID here. Once all required fields are complote, click Noxt (o assign access levels Lo this user. Click Cancel to exit without saving your changes. If nate the new user as the Primary i
hsked Questons Account Administrator” it will automatically 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 bacoming the Primary Account Administrator. Designating the new user as ‘Locked prevents them from accessing your VSS aceount. This option allows you to set up users but prevent their access
‘scount user 10 VSS until they aro unlacked
Wy Profie

~ User Information Click here to search existing
users in your account.
“User 1D (case sensitive) : ddougherty

* (User ID should be between 2 and 16 characters in length )

“First Name : Donald

“LastName : Dougherty

“Email: vid bohna@alaska gov
*Re-enter Email : vid bohna@alaska gov
“Phone 907.465-1234 Ext.:
X0

Fax Numb

Primary Account Administrator : (|
Locked: ||

~ Password

*Re-enter Passwor
~ Email Not

Accor

Recent Financial Transactions : (|

+ Security Questions and Answers

“Security Question : yherg ware you bom? -

“Retype Security Answer: LU0 \
* Indicates a required fisld Next | _Cancel o

Home. | Help | Accessiblefielp | SiteMap | Privacy Pelicy. | Loaout
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Weleame summary Business Info Addresses & Contacts commaoaities Business Types

Access Levels

Viaw Frequantly
Asked Questons

e—— [ select ane Primary Access Level and any Optional Access Levels. Jf
iy Profile
Userin:
First Name :
Last Name :

Primary Access Level
Salact one primary access lavel o be asigne to ihe user.

Access Level Description
Account Administrator users have the abity to add account users, and assign access levels to each user, They may afo updote the Account Information and User's information, They willafso have the abilty o view fivancial transactions t sers wil oiso be

‘Acsount Adminstratar il oy Ak

Select capable of updating their own profic nformation.
FulA Full Accoss users may only update the account nformaton othor than Usar nformation. They wil lso have tho abity o view fivancial transactions portaining fo the account. Full Access user wil anly have the abilty o update therr own profie nformaton

access | —% © Fulhcoms Ul Acess users may only update the account nformaton other than User Information. They vl also have the abity to view financil transactions pertaining to the accourt. Full Acoess users wil anly havs the abity to update their swn profie nformatio

levels Display Only Display Only Us&rs il ba able Lo view the Account Information other than User Information. They wil also have the abilty 1o view financial ransactions pertaining to the account. Display only US&rs wil only have the abity to update their owi profie information

here.

Optional Access Lov
Salact any optional access levals to be made avallable (e the user

‘Acoess Love bescription
crate ok S 7 U D o\ e B T T U P O T e 7

Create Solciation Response  This optonal level alows. a User ta respond to solictations All Users can view solcitations. but a User must have this access lavelto create a response

Query Tax Information Query Tax Information wil allow & user 1o view tax information for their account




VSS — Account Information

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

- nfSsHon TrERERns oppeitintes lstaten 1a35ERTene

Commodities | Business Types

Welcome Summary | Businessinfo | Addresses & Contacts

Veew Frequenty
Asked Questions Account Users

Account User
Listed i the gnd are all the users for your VSS account. ou may add account users by selecting the Add buton. Yol may wiew o modity existing users by seiecting the View/Modily hnk next to the corresponding
record_You may delete users by selecting the ‘Delete’ link next to the corresponding racord

Wy Profile

900616737 Account Administrator  Active ViewiModify Delete

o] o] [en] (o]

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

555 Cieasih Sslte iciaies oS5

—-— = Inform Transaciions ‘Opportunties
s Summary | Businessinfo | Addresses & Contacts Commodities |  Business Types
View Frequently
Asked Questions Account Users
Account user
Wy Profie
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 or modify existing users by selecting the View/Modify’ ik next to the correspanding
record. You may delete users by selecting the ‘Delete’link next to the corresponding record
UserlD  FirstHame Lastlame Access Level Account K here
900616737 Account Adminitrator ~ Active Viewsllodity Delete /
ddougherty Donald  Dougherly Ful Access Active Viewlodify Delete N -
tmariin Account Adminisirator  Active Viewsllodify Delele To delete a user, simply click delete. You
will be asked to confirm your selection.
Click "OK" to delete or "Cancel
Add
Home | Help | Accessible Help | SiteMap | Privacy Policy | Lodout
- e . A = SEnt Masteatent
Welcome Summar Businessinfo |  Addresses & Contacts Commodities |  Business Types

Vew Freauenty View/Modify User Information

Bsked Questions.

Account User

Uy rofile

button to modify the user’s access levels.

hange Access Level

utton to modify the users password information. Select the

Below you may view or modify the use

» User Information
“User ID (case sensitive) : [ddoughery
“Firsthame : Donald
“LastName : Doughery
“Email: david bohna@alaska g
“PhoRe: 9074651234 Ext
000000
Fax:
000000
Primary Account Administrator 3

Locked :

v Email Notifications
Registration: 7
Account Maintenance ; [

Recent Financial Transactions : 7

v Access Levels

primary Access Level:[Eyiaccocs

Optional Access Levels :[crcoce Solicitation Response -

Security Answer:

eeens

» Security Questions and Answers
Socurity Queston: Wiheie were you born? M \

Retype Security Answer :

[Change Password ] Ghange Accoss Levels || Save | |_Gancal | L

* Indicates a required fleld




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

&

[ o
Welcome

View Freauently
Bsked Questions.

seRittn e s Oppiihinies Sooaies MafigEntent

summary | Businessinfo | Addresses &Contacts | Users Commodities Business Types

Commodities

Here is the current lst 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 fems” bution. To delete a
commadity/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® buttan. 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
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Summary | Businessinfo | Addresses&Contacts | Users Commodities Business Types

Commodities

Here is the cumrent list of commodity codes/classes that describe the goods and senices that your organization provides. You can add new commodity/senice codes by clicking the "Add tems” button. To delete a
commadity/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 Commedity that is awaiting approval is noted in the

“Pending Deletion’ column.
click here
Existing Commodities /

Code Commodity ¥ g Deletion

I Add ltems I View Pending Additions

[ =

Welcome

View Frequently
‘sked Questiona

search here

make selection
here

iation Catal

b ponses Mariagenient

!
Trahsaciions

Businessinfo | Addresses & Contacts Cammadities Business Types

commadity cade. class, or deseription, enter a valid value in the Commodity/Senice Code or Commodity Description search field and click the Browse link Once your selection is made, click the "OK" Button to add

Seloct one or more cammadily cods or classes that describe the goods and senices that your organization provides by clicking the chackbax naxt ta the commodities you want to add. To search for a specific
the selected commadities to your organization. Click the Cancel button to cancel your changes and retum to the Commodities page

[ o] +—

Commoaityrservice Code :

—= commadity plion

Commedity Dessrintion CommeditService Cods
SEED, SO0, SOIL, AND WOCULANTS 70
ROOFING NATERIALS AND SUPPLIES ™
SALT (SODIUM CHLORDE) (SEE CLASS 292 FOR TABLE SALT) s
SCALES ANDWEIGHNG APPARATUS (SEE 176-08 FOR LABORATORY 780
SCHOOL EGUIMENT, TEACHING AIDS, AND SUPPLIES 728
JANTORIAL SUPPLES, GENERAL LIE, ENVRONWENTALLY CERTIRD 465

U AGRKULTURAL CROPS AND GRANS NCLUDNG FRUTS, UELONS, 015

7] AGRIULTURAL EQUIMENT, MPLEMENTS, AND ACCESSORES (SEE 020

[[7]] AGRICULTURAL EQUMENT AND IHPLEMENT PARTS 022
ABRASIES ws

o] 2] om ] o]

Mome. | Melp | Accessibie lelp | Site Map | Privacy Poiicy. | Logout
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Commodities

Here is the cumrent list of commodity codes/classes that describe the goods and senices that your organization provides. You can add new commodity/senice codes by clicking the "Add tems” button. To delete a
commadity/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 Commedity that is awaiting approval is noted in the

“Pending Deletion’ column.
click here

Existing Commodities

Commodity/Service Code Commodity Description Pending Deletion

[Addtems | View Pending Additions __[{

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

[ = =]
Welcome

View Frequentiy
Asked Questions

Accoupt Fi il Busir licitati Catal
Information Transacions opportuniies Sbonses Managertient

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

View Pending Additions - Commodities

I Here are Journew commodities awamnﬁ agﬁrnva\l

Commodity/Se rvice Code  Commodity Description Status

019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUTTS, MELONS,  Pending Approval

020 AGRICULTURAL EQUPHENT, MPLEVENTS, AND ACCESSORES (SEE  Pending Approval

022 AGRICULTURAL EQURHENT AND IMPLEWENT PARTS Pending Approval
Back

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

—— S4B Tréneaions opportaiites SpoRsea MakSGeRtent
Weicome | Businessinfo | Addresses8Confacts | Users | Commodities Business Types

View Frequently
Asked Questions Bus' ness Types

Here is the current list of business types associated with your organization. You can add new business types by clicking the "Add ftems” 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 “Delste” link next to the record in the grid that you wish to delste

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' bution

Existing Business Types

Business Type D Business Type Certification End Date  Pending Changes

Certification No _ Certification Start Date

Add Items |

Home | Help | AccessibleHelp | SiteMap | Privacy Poiicy | Logout

v | = Financial B Jcitation coto
N2 ASS3ES e R isiaton eSSt
o summory | busincssinfo | Addresses&Contacts | sers | Commodties (TR

iew Frequently .
Bsked Questions Business Types

Hers is the current st of business types associated with your organization. You can add new business types by clicking the "Add ftems” 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 *Delste” 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 N
click here
Existing Business Types
Business Type D Business Type Certification o Certification Start DatewgCertification End Date ~ Pending Changes

|

| Help | Accessible Help | Site Map | Privacy Pelicy | Legout

Catal

- = ISR Tr S ) maf iRk
Welcame Summary | Businesainfo | Addresses & Contats | commodiies Business Types
View Froquenty Choose

‘Ashed Questions

Seloct ‘Adopt/Guardian&FosterParent’ as a business type if you receive foster care, subsidized adoption or guardianship payments from the State of Alaska

[Seloct one or mora Businass Types that s associatad with your organization by clicking the Ghackbox
[Select ‘General Sves Lease Vendor if you have a lease agreement on file with Division of General Servic

[(Browso ] Gloar| —— click here |

searchhere | o pusi ype

Business Typeld Business Type

make selection

here vl ABD Alaska Bidder Preference
ADIS, Alaskans wiDisabilties Pref
P Alaska Froducts. Pref Class |
arps Alnska Products. Pref Class I
APPT Alnska Producta Pref Class Il

[} aver Alaska Veteran Pr

e ot For Profit
acs AdoptGuardian&Faster Parent
AEMP Alnska Employment Program Pret

ans Alnska Domastic Insurer Prof

L] o] Noxt] tomt] 1—__"———1; K| |_Cancel

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

Commodities Business Types

Addresses & Contacts | Users |

| Businessinfo |

Welcome.

I wen

View Frequently -
Asied Quesions Enter/Update - Business Types

N Here you can enter or update Business Type information.J§

Business Type D Business Type Certification o Certiication Start Date ~ Certfication End Date m
=) B
B

so0 Aloska Bdcer Preference
e Aloska Vetera Preerence |
Save Cancel
Home | Help | AccessibleHelp | SiteMap | Privacy Policy | Logout

v | hccount Finoncia susine — Cto
sl 224 e TS o igiaten S
B L I T R T Business Tyves
View Freauenty

Bskod Guesions Business Types

Here is the current st of business types associated with your organization. You can add new business types by clicking the "Add tems" button. Ta madify 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 "Delste” 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
Certification o Certification Start Date ~ Certification End Date \Pending Changes

Business Type D Business Type
Add ltems l iew Pending Additions I

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

SRR ToEaishs ofpSiliRies Soates MaRSE e nt

Addresses & Contacts | Users | Commodities Business Types

Summary | Businessinfo |

Welcome

View Freguently.
e ST View Pending Additions - Business Types

IHere are your new business types awaiting spprnvs\l

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