City of VENDOR SELF-SERVICE GUIDE
Dublin

OHIO, USA

Sign-in as an Existing Vendor

1. Click link to enter Vendor Self Service (https://selfservice.dublin.oh.us/vss/)

[ Get the GoDublin App 422 Apply fora City Job
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Vendor Self Service

Overview
= Welcoma to Vendor Salf Servies

T " ——
v o - Vendor Self Service (VSS) provides vendors with web-based access to
information stored in the City of Dublin’s database. The information is drawn
from multiple modules, including Accounts Payable, Purchasing, and Bid

Management.

Using VSS, vendors can enter and maintain their contact and remittance
information, discount and payment terms, designated contact persons, and a
list of commodity codes that represent the goods and services the vendor can

ide.
-] Vendor Self Service Registration Guide provias

A listing of the vendor’s current and prior 1099 data, purchase orders, invoices,

B New Vendor Registration contracts, and checks is also available in VSS.

2. Click Login

Munis Self Service

MUNIS Self Services

Home

Vendor Self Service
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https://selfservice.dublin.oh.us/vss/

City of VENDOR SELF-SERVICE GUIDE
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OHIO, USA

1. If you are currently a vendor with the City enter your email address and click “Forgot
Password?”

Sign in to community access services for

City of Dublin.
G Sign in with Google
l
. Sign in with Apple
[ 1]

Wl Sion i with Microso

ﬁ Sign in with Facebock

OR
Email address
Password
[J remember me
Forgot password? Unlock account?  Help

2. Check email for password reset instructions.

Hi

A password reset request was made for your Community Access account. If you did not
make this request, please visit the Community Access site and request your own

password reset.
Click this link to reset the password for your username

em—p T |

This link expires in 1 hour.

This is an automatically generated message from Community Access. Replies are not
menifored or answered.

2

EVERYTHING GROWS HERE.




City of VENDOR SELF-SERVICE GUIDE

Dublin
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3. Follow link to reset password and login.
4. Accept the Terms and Conditions.

Use of this system and registration as a vendar constitutes
your agreement and acceptance of the fallowing terms and
conditions: By submitting and/or updating this electronic
vendar registration, you certify and warrant that you are
duly authorized, by the Vendor to: (i) register the Vendor; (ji)
file, on behalf of the Vendor, all of the information reguested
in this registration process; and (iii) enter into this
Agreement on behalf of the Vendor. By submitting this
electronic vendor registration, you hereby agree on behalf
of the Vendor and for the benefit of each agency and public
bady that: 1. The Vendor shall use Vendor Self Service (VSS)
vendar registration update functionality to update the
Vendor’s registration information whenever necessary to
ensure that the registration information remains accurate
and complete at all times. 2. The Vendor hereby warrants
that the information provided by the Vendor through the
V5SS regi ion and VSS 1 ion update i
shall at all times be accurate, complete and current. The
vendor further warrants that each agency and public body
shall be entitled at all times to rely conclusively on the
currency, accuracy and completeness of the information the
Wendor has provided through the VSS registration and VSS
registration update functionality as of that date even if
different information is or has been available to or received
by agency or public body persannel through means other
than the VSS registration and registration update
functionality. This Agreement shall remain in effect for as
long as the Vendor is registered as a V35 vendor. All rights
are reserved to cancel the Vendor's registration at any time.
In the event the Vender's registration is cancelled, the
Wendor shall remain bound to this Agreement in regard to
cempletion of any contract, purchase order or other
electronic procurement transaction that was made or

administered in whole or in part usini VSS.

5. Click Link to Existing.

Munis Self Service

Welcome to Vendor Self Service

r Self Service

A

No vendor information is linked to your account.
In order to fully use Vendor Self Service, please either
Registering as a NEW register a new vendor o link to an existing vendor.

Ave you a already a
vendor with the City?
Ciick here!

vendor? Click here!

Announcements

Welcome to Self Service for Business Vendors

New Vendor Registration

'WHEN REGISTERING YOUR BANK ROUTING NUMBER PLEASE ENTER A DASH BETWEEN THE BASE DIGITS AND CHECK DIGIT TO CONTINUE. Check digit is the last digit in the bank

‘example: 440000372 will read as 44000037-2.

If you are a new or existing vendor, please click the registration button to the left hand side to register
PLEASE NOTE, REGISTRATION DOES NOT IMPLY AUTHORIZATION TO DO BUSINESS WITH THE CITY

EVERYTHING GROWS HERE.




City of VENDOR SELF-SERVICE GUIDE
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6. Fill out Vendor Number (if unknown contact vendor@dublin.oh.us) and Vendor Tax ID.

Link to Existing Vendor

Q

Enter the information below to search for an existing vendor.

Request from Vendor Number Vender FID/SSN
vendor@dublin.oh.us if
unknown. \

- 9

7. Enter contact information as appropriate.
8. Access to Vendor Self Service is now complete.
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Sign-in as a New Vendor

1. Click link to enter Vendor Self Service (https://selfservice.dublin.oh.us/vss/)

Get the GoDublin App. Apply fora City Job.
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Vendor Self Service

Overview
= Welome o Voo S Sarvie
—_— A=
- (o Vendor Self Service (VSS) provides vendors with web-based access to

information stored in the City of Dublin's database. The information is drawn
from multiple modules, including Accounts Payable, Purchasing, and Bid

Management.
Using VSS, vendors can enter and maintain their contact and remittance

information, discount and payment terms, designated contact persons, and a
list of commodity codes that represent the goods and services the vendor can

id
B Vendor Self Service Registration Guide proviee

Alisting of the vendor's current and prior 1099 data, purchase orders, invoices,

s [ — contracts, and checks s also available in VSS.

2. Click Sign up.

Sign in to community access services for
City of Dublin.

Sign in with Google

Sign in with Apple

Sign in with Microsoft

Sign in with Facebook

Q=E & @

OR

Email address

[ l

Password

[] Remember me

Forgot password?  Unlockaccount?  Help

Don't have an account? Sign up

EVERYTHING GROWS HERE.
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3. Create a Vendor Self Service account.

Create an account

- Enter Email

Create Password

Briter First Name

Last nanEnter Last Name

cates required field

Back to sign in

4. Accept the Terms and Conditions.

Use of this system and registration as a vendor constitutes
your agreement and acceptance of the following terms and
onditions: By submitting and/or updating this electronic
vendor registration, you certify and warrant that you are
duly authorized, by the Vendor to; () register the Vendor;
e, on behalf of the Vendor, al of the information requested
iin this registration process; and iii) enter into this
Agreement on behalf of the Vendor. By submitting this.
electronic vendor registration, you hereby agree on behaif
of the Vendor and for the benefit of each agency and public
: 1. The Vendor shall use Vendor Self Service (VSS)
ration updiate functionality to update the
Vendor's registration information whenever necessary to
ensure that the registration information remains accurate
and complete at all times, 2, The Vendor hereby warrants
that the information provided by the Vendor through the
VSS registration and VSS registration update functionality
shall at all times be accurate, complete and current. The
Vendor further warrants that each agency and public body
shall be entitied at all times to rely conclusively on the
currency, accuracy and completeness of the information the

different information is or has been available to or received
by agency or public bady personnel through means other
‘than the VSS registration and registration update

This Agreement shall for

s
long as the Vendor is registered as 2 VSS vendor. All rights
are reserved to cancel the Vendor's registration at any time.
In the event the Vendor's registration is cancelled, the
Vendor shall remain bound to this Agreement n regard to
completion of any contract, purchase order or other
electronic procurement transaction that was made or

administered in whole or in part usmi vss.

EVERYTHING GROWS HERE.
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5. Register as a new vendor by clicking Create New Vendor or connect to an existing City
vendor account by clicking Link to Existing.

Welcome to Vendor Self Service

i Self Service

A

No vendor information is linked to your account.
In order to fully use Vendor Self Service, please either
: : Are you a alieady a
Registering as a NEW register a new vendor or link to an existing vendor. vendor with the City?
vendor? Click here! Click here!

p— . ([T

Announcements
Welcome to Self Service for Business Vendors
New Vendor Registration

'WHEN REGISTERING YOUR BANK ROUTING NUMBER PLEASE ENTER A DASH BETWEEN THE BASE DIGITS AND CHECK DIGIT TO CONTINUE. Check digit is the last digit in the bank
example: 440000372 will read as 44000037-2.

If you are a new or existing vendor, please click the registration button to the left hand side to register

PLEASE NOTE, REGISTRATION DOES NOT IMPLY AUTHORIZATION TO DO BUSINESS WITH THE CITY

6. Click Create New Vendor.
7. Fill'in all required fields and click Continue.

New Vendor Registration
°an User 1D and password have been successfully set. Please continue with the registration process. @

Enter Vendor Registration Information

Help
Fillin ALL required fields.
Company Information Vendor Address
Company Name* *Address
Line 2 (oprionan) Line 2 (opmionay
Line 3 (opTiONAL) Line 3 (oPrionay
Line 4 (oprionaL) Line 4 opmionay
Daing business as (¢ atsrane fom siove) city* [
N/A v

Vendor Type

Zip Code * County
O Foreign Entity o
O send Accounts Payable checks to the above address

Country Geographic
[ send Purchase Orders to the above addrss

v

e Select Type...

Fax Number
Website

O Minority Business Enterprise
DUNS

Federal Tax ID Number or Social Security Number
Califomia Permit Number

“EID or SSN
Orp  Ossn

*FID/SSN “Re-type FID/SSN

EVERYTHING GROWS HERE.
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8. If you have additional addresses enter them here, if not skip. Click Continue.

New Vendor Registration
Address information

Help

v o
add

Name/DBA

9. Fill in all required fields with contact information and click Continue.

User Contact Information

Contact Person

* Contact Type Fillin ALL required fields.
Select Type... v

* Name
[

Description

* Phone

Text

Coptin

* E-mall

==

10. After contact(s) have been added click Continue.

New Vendor Registration
General Vendor Contacts
Help

Address Contacts

Type Name Description Email Telephone

GENERAL - =
General Contacts

——j_ T
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11. The City does not currently use commodity codes. Click continue.

Select Commodities

Sellgt Commodities

Search for your cor tties/services, then select and "Add". Search again and repeat as ne: - Click “Finished” when done.

Keyword(s) or commodity coderrs 3 o

OFound 1-0

There are no Commadities Available for Display.

Currently Added

‘commadities to display for this vendor.

i e

12. Review information for accuracy and attach vendor W-9. Click Register.

Attachments
Attachments

Gene Documents e ntaigned 10 pe o [“reecs |

detauit Vendor Attachment Attach Vendor W-0 L s " |

Use of this system and registrati vendor agreement and acceptance of the following terms and conditions: By submitting and/or updating this electronic vendor registration, you certify and warrant that you are duly authorized, by the Vendor to: ()
r&fster the Vendor: (i) file, on behalf of the Vendor, il of the information requested in this registration process; and (i) enter into this Agrezment on behalf of the Vendor. By submitting thi electronic vendor registration, you hereby agree on behalf of the Vendor and for the benefit
of each agency and public body tht: 1. The Vendor shall use Vendor Self Service (VSS) vendor registration update functionality to update the Vendor' registration information whenever necessary to ensure that the registration information remains accurate and complete at 2l times,
2. The Vendor hereby warrants that the information provided by the Vendor through the VSS registration and VSS registration update functionality shall at al times be accurate, complete and current. The Vendor further warrants that each agency and public body shall be entitled at

Attachment Type Description Required

is or has been received by agency

all times to  accuracy of the Vendor has provided through the VS registration and trati of
o public body personnel through means other than the VS regist d functionality. Thi t shall remain i effect for a5 long as the Vendor is registered a5 a VSS vendor. Al ights are reserved to cancel the Vendor's registration at any time. In the
tth lled, the Vendor shll remain bound to thi tin regard any contract, or other v " administered in whole or in part using VSS.

(D1 have read and accept the terms & condiitions.

13. Vendor Registration is finished. Access to Vendor Self Service is now complete.

New Vendor Registration
Registration Confirmation
oRegiﬁtration has been completed. o

You can now:

e Reqgister for commodities/services and/or update your profile.

e LUpload attachment documents to yvour profile.

EVERYTHING GROWS HERE.




