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CGI Advantage® VSS Registration Quick Start Guide

Overview

This guide has been developed to provide an overview of an account setup in the CGI Advantage
Vendor Self Service (VSS) application. You should follow this guide if:

You have an existing payee/vendor account with this client and wish to activate your
account on this website. If you have more than one payee/vendor account and cannot
activate your desired account, please contact the Help Desk.

OR

You are a new payee/vendor that is interested in conducting business with this client for
the first time, and need to create a new payee/vendor account.

NOTE: Please remember your User ID and Password when you create them as you
will need them to log back into the Advantage Vendor Self Service (VSS)
application. Both the User ID and Password are case sensitive.
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CGI Advantage® VSS Registration Quick Start Guide

Section 1. Look to see if a Payee/Vendor Account Exists in VSS

Step 1.1: Click the Register button to start the Vendor Registration process.

Help Contact Us
CG I Welcome to CGI Advantage Vendor Self Service Privacy Report

The CGI Advantage “endor Self Service allows you, as a payeefvendor, to manage your own account infarmation, view
your financial transactions and much more. Click on the Register button to begin filling out an electronic application to
become a payeeivendar.

User ID
||7 Announcements Contacts
Password Wiew All Announcements Click on link below to view the list of department
l— contacts.
Login

Oepartment Contacts
Password Reset

Forms

Click the Register
button to register a
new or existing

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

account Click here to
Register _| Initiate process. ss Registration Quick Start Guide
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Step 1.2: Carefully read the “Memorandum of Agreement” and then click on the Accept Terms
button if you agree with the terms.

CG I Memorandum of Agreement

Prreacy Begort | Contact Us

Viewr Fremetafiy You rmusl accep! the bers of this Memeandum of Agresment in order bo register a5 2 vendur wilh V35, IlNvou chose nal 1o accept these lerms you will
Axked Questions be retumed b the HomeP age for Guests.
Ely suBMIting Mis lactronic vendor registraian, you cemty Snd wartant At you are duly suthodzed, by the Vendar 1o° (1) regester e Viendar, (i) file, on
Wehall of the Vendor, all of the infermation requesled in this registralion process, and (i) enter inko this Ageernent on behall of the Vendor. By
submitfing this electronic vendor registration, you hereby agree on behalf of the Vendar and for the bene of each agency and public body that
1. The Vendar shall use VSS vendar LT 1 update the Venaars registralion iIfarmation whensyer NECRSSAN 10 ANSUIE Al
e registradion information remains accurate and complede at all imes.
2. The Vendor hereby wanants that the infarmation provided by the Vendor theough the VES regisbiali 58 regislali s i shall
at all imes be accurate, complete and current. The Vendor furher warrants that each agency and public body shall be entied at all imes fo rely
conclushvely on e Curmency, Sccuracy and compleleness ol Ine Informaticn the Vendor has prowded hrough the VSS regestralion and Vs registralion
upidale funclionality 35 of al dabe even if different infarmalion i or hias been svailable b o received by agency o public body personnel theough
means other than the V33 registration and registration update functionality.
This Agreement ahall remain in et for 33 lang as e Vendar (= registered as 4 VS5 vensar All ights ae reserved 10 cancel the Vendors
registraton at any ime. in the event the Vendors registration is cancelled. e Vendor shall remain bound to this Agreement in regard o completion of
any conlracd, purchass order or olher elecronic procurement kansaction hal was made or sdministered in whole o in part using V83,

Accepl Terms Reject Terms l
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Step 1.3: The Registration Tips page lists the information that you should have available before
beginning a new registration. You can click on the Next button to continue.

CGI Registration Tips

Welcome, New

Privacy Report | Contact Us

Back M

Already registered? Click here to login. Otherwise, click Next to continue

View Frequently
Asked Questions
Assemble the following information befare continuing:

« Information on each location (first location entered will be considered the Headquarters)
® TaxID Number
« Legal Business name
o DUNS Number
o Afree number issued by Dun & Bradstreet for each business location
o Calltoll free at 888-814-1435 to abtainiverify your number
o Indicate that you are doing busingss with a Government entity
« ContactInformation (name, address, email, phone and fax)
o Account Administrator (persen responsible for your account)
o Ordering
o Payment
 Descriptions of your products and senvices (for example, commodity codes)
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CGI Advantage® VSS Registration Quick Start Guide

Step 1.4: This search page helps you determine if you have an existing vendor account. To
initiate the search process, you can choose to search by Company or by Individual depending on
your type of business. The distinction between these two is that an Individual’'s Taxpayer
Identification Number is his/her Social Security Number (SSN) or alternative identifier whereas a
Company’s Taxpayer ldentification is generally their Federal Employer Identification Number
(EIN). Enter the pertinent information in either the Company Search or Individual Search section
and then click on the corresponding Search button.

CGI

Miw Cregquenty
Sgied Questons

Privety Bsy | Contag

Search for an Existing Account/Results Found Cancel Registration | | Back | =

To JW ale JDU[ accaunt JOL n’.lé ﬂé CEL e'u:lcr Cﬂﬂﬂ |||5 Fa;ﬁ A’ nE J OII ﬂel‘“l\’\’ ne nhEmE of not you have one. You will not be able b create a new code A one already exsts. i the account exists it will
bt d i Plisast: seliecd ane of thee sesarch oplions below | debermine if you already ha 2 vendos codie

T see i you have a vender code and have an Employer identificaion Number (EIN) on fite, first saarch by TIN

Taxpayer kenbfication Number | 711011001 Ok Legal Business Name
Soarch

OR
= Individual Search
To see i you have avendor code and have 3 Soclal Security Number (S5M) on file enter your Last Hame and Iast four gigits of your Social Security Number.

Last Hame AND Lostd digits of S5M
Search

The fallowing axiats far the Infarmation you entered:

Vendoe Bumber Legal Business Nome  Alina DB Harme Antreated?
ATH011001 Caling Pesroleum e Coling O Drilieg Company  No Sk here to activate vour sceount

Has your account been found and listed above?

Ve, bu it i ey regi Click the “Contact your Admingstrator Enk 10 determine who you need o contact for scooss. _
Yas, but it is ot yet registered -~ Llick the "Chck here 1o activate your account™ ink 1o begin the process for activating your account.
Yes, but nat my business location » Click the “Add Business Location” link ta add your business location.
Ve, but the registration s already i Click the “Click to contimue 1egistration” link to login and conlinue sctvaling your sccount.
Ho. register now. ® Click the “Hew Registraton™ button to create a vendor code and account, ___ ew Reglstratlon
Cancid Hepsirabion I Back
Aadibonal Resources & Information: LI

Based on the search results:

e If your account has been found, please continue to steps in Section 2 below.

e If your account has NOT been found, and you believe you have an existing account, please
try again, and read the hints displayed on the page above regarding the use of wildcards to
help in your search. If you still cannot find your account, then please contact the Help Desk
for assistance.

e If your account has NOT been found, and you are a hew vendor that is interested in
conducting business with this client, please skip Section 2 below, and proceed directly to
Section 3.
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Section 2: An Existing Account HAS BEEN FOUND in VSS

In the examples below, an EXISTING ACCOUNT has been found:

Example 1: A company account is found.

Privacy Report | ContactUs
CG I Search for an Existing Account/Results Found ___ Canoel Registration | | Back | 1

Wieleame, New . . e
To aclivale your account you must have a vendor code. This page will help you determine whether o nol you have one. You will nol be able bo creabe a new code if one slready exists. N e account exists il will
- be designated 33 3 company of Indhidual based on the information you previously provided. Please select one of e search options below to determine il you already have 3 vendor code
e Erequenty

Asknd Quesons = Company Search 1
T st i you herve 31 vendos codie s hive @0 Emploger idenlificaian Mumber (EIN) on S, T wch by TIN

Taxpayer identification Number [T11011001 OF Lol Business Namie
Search

OR

= Individual Search
To see i you have 3 vendor code and have a Social Secunty Mumber (35M] on file enter your Last Mame and last four digns of your Social Secunty Mumber.

Last Hame AND Last4 digits of 55N
Search

The following exists for the information you entered:

Vendor Mismber  Legal Business lame  AllnaDRA Hame Arthated?

ATTI011001 Coling Petroleum Inc. Colns Od Dl Company  No LRk here 1o sctivate your scoount
Has your account been found and listed above?
Yo, bust it i already roeg Click the “Contact your Administrator” Enk to determine who you need to contact for scoess. _
Yo, bust it 16 neot yat registanad ——————————— Click tha "k hars 1o Activats your account™ Bnk 1o bagin thi procass 1or cEvating your account.
‘Yes, but not my business location * Click the “Add Dusiness Location” link 1o add your business location.
Yes, bul the registration is alreedy in progress # Click the “Click. i i i Tirak boy login i octivaling your accounl.
Ho. register now. * Click the “Hew Registration™ button to Craate a vendor code and account, __ New Reglstration |

Cance Hegistration I Back

Addivonal Resources & Information: ;l
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Example 2: An individual account is found.

T Privacy Repont | Contact Us
CGI Search for an Existing Account/Results Found __Concel Registraten || Back |

Weleome, New
Tor actheaes your account you must b 3 vendor code

s Thiss grage: will et you determing whither ar nal you e one. Yau will nal bi able lo creab 8 new cade i ane alieady ersts. e accoun exst
1 thet information sdously provided Pl it ane af the search options

e 10 dedirrminne #f you alieady have a aendor code
Wiew Frequently

Asind Queshony

denbificzition Humbies (FIN) on file, fir

ch by TIN

Taxpayer identifecaton Number R Legal Business Name
Search

OR
w Individual Search

To 566 it you have 3 vandar code and hawe 3 Social Sacunty NumBar (3SM) on Ba antar your Last Mame nd st four digits of your Social Sacunty
Humbur

Last Hame [*colling® AND Lastddigits of S5H
Search

The fallawing exlats far the infarmatian you entered:

Vendar Number  Legal Business Hame Alins AR Hame Aetivated?
- R Loigh Curtin ™ Zlic . -
0 MVYDC e Click here 10 Bctivate your account
Ko Click here by sutivate vour accour
C10000 ANNE COLLNS e Click hese 10 aetvate your secount
Has your account been found and listed above?
Yes. butitis already registersd & CBCK the "Contact your Administrator” link 1o determine wha you need 1o comact for access.
Yees, busl it s ot yet registened ——————————» CHick the "Click here to activate your scoount” Enk (o begin the process for activating your account.
Yes, but ot my business location ek the ™ Location” ink 1 3dd your Busingss location.
Yes. but the registration s already in progress ® CBck the “Click it link 10 lagin BCHVANG FoUur 8CCount.
N register now, Bk the “New Registration™ bulton b creats a vendos code Hew Registration |

(Cancel Rigistration Back |

Additional Resourcas & Information:

= AS you Complete each slep and move 1o e next step, the system will check for ermors.
I there are erroes:

s A notificaion message will be displayed at the top of the page.

+ You must comect the emmors indicated befare connuing to the next step.

= Acditronal Hedp can be found in the Frequenty

When an existing account is found you will be presented with one of the links described below.
Select the link that best addresses your needs. Most likely, you will select the link described in
Step 2.3 below.

Step 2.1: “Contact your Administrator” link

e Explanation —A vendor administrator has already been established for this account.

e Action — Click on this link to display the vendor administrator contact information.
Contact this administrator for assistance with accessing this account.

Step 2.2: “Click to Continue Activation” link

e Explanation — A user is in the process of creating an account but has not completed the
registration. He/she can return at a later date to complete the process.

e Action — Click on this link to continue with the registration if you are the user that started
the registration. Otherwise, contact the Help Desk for assistance.
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CGI Advantage® VSS Registration Quick Start Guide

Step 2.3: “Click here to activate your account” link

Explanation — The company has done business previously with this client but has not yet
established an account in VSS. Click on the link to create a User ID for this account.

e Action — Click on this link to create a User ID for the account.

Step 2.3.1: The Account Verification page will prompt you to enter information to authenticate

you as a valid user for this account. Enter the requested information and click the Next button to
continue.

Note: The example below is a sample of the type of information that you may be prompted to
enter. The actual information that you are prompted to enter may vary.

R Privacy Report | ContactUs
CGI Account Verification [ Conce Rewistration__| Back | Hest |

Weboome, New T SICIhalle: JOUF SICCOUNE SEECE an apEan Bietaw Sind enles T IBITEIGN Mquined I you A AsSiSENGE Gill your agency contac

Plaasa salact the Fraquently Asked O f for gesti on how to find tha information required.
« Check/EF T Information (The Gheck or EFT stub must harae Been suid by B Adcintige Fananc:
CIGREET Mumiber (0T i "8I o "BF T prafie and only anbar e 10 digit chack nismibar)

Example: 1234357030

ClacioRFT Aot (D nat enter commas)

Example; 123 45

& Contract or Purchase Order Information

Contract or Purchase Order numoer [P0 <] [p711 [AT11011001]
Exampie: PO 23 12345678901

Additional Resources & Information:

» A you complete each step and move fo the e step, the system will check for ermons,
if there are errors:
» ANCURCation message will be displayed at the 1op of th page.
® You ISt Correct e errons indcated belon: contnung 10 e next siep.
= Additional Help con be found in the Frequently Asked Guestions located on the befl hand navigation bar.
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Step 2.3.2: Once your information has been verified by the system you will see the “My User

Information” page. Complete all of the fields indicated with a red asterisk and click on the Next
button to continue.

NOTE: PLEASE REMEMBER YOUR USER ID AND PASSWORD IN ORDER TO LOG INTO
THE VSS APPLICATION AGAIN.

CGI Privacy Report | ContectUs

My User Information [ concoogsraton | sack | next|

Welcome, New

Create your user 1D here. You will be assigned the role of Primary Account Administrator. Plesse see the Frequently Asked Questions for addiional detads

Wit Fragueeny
el Qutatesy about e Frimary Account Agrministrator robe.

Otnar takormation + General Information
D] Vierity and Submi

Fagiviraton “User ID (case !umnve}:,—co"msum

(User 10 should be bebwean 2 a0d 16 Charackers In length )
[Mark.

Lasthame o
"EMAll: [ i ok cqi@gmai com
“Reenter Emal: Lo Al com
Phone: (3T gaTs s BT

KO X0000)

“First Nammwe :

sonsive): |eeennesssees (Passwords should be between 2 and 16 charachers in lengin |
B P
Password -
*Security Queston [iyiat s yvou fnonte color? =]

*Sociurnty ﬂn:w«(,""i

{asa sonsitork

“Re-enter Security[_

Angwer -

*Indicates 3 required flald

Additional Resources & Information:

Cancel Registration IBuclt Nex(l

o R s b st bars i s, b W sl i, W s s el il B e

Step 2.3.3: Click on the Submit Registration button to complete your registration.

Note: After you complete your registration you will be able to login to your account and
review and, if needed, update the information that we have on file for your account.

‘ G I Save and Close Cancel Registration

Submit Registration

Privacy Report | ContactUs

Wiew Frequently
Asked Questions

Ta activate your vendor account please click “Submit Registration”

Submit Registration

Save and Close Cancel Registration
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Next you will see the “Thank You” page which indicates that you have finished the registration

process.

CaGl

Welcome, Mark

Wisw Freguenily
Asked Duestons

Print This Page I
Thank You!

Congratulations, you have completed e repisiration process far 3 néw busingss location. You may now login 1o VS5 using the User | af
Name and Fassword you just crested aSIWI e!ed

Your Vendor Code is: 4711011001

“Please save your Vendor Code for Dlure reference:
The follawing farems are snailable foe yau below
Diewnboiad Subsitute W Certiicalion Form

Click te link above to peint, sign, and mad or fax the Substitule W-9 Certification form fo the address or fax number indicated on
1he form.

Vandor

SQIErabon A Laticn
A pidfweesion of your regiskation spplicalion is available. You miry want b peint o s 2 copy of this docusnent for your awn
ilerence
B erv Resisation Foam

Hyou have not provided the EFT infarmation during the regisiration process and would like i scivate EFT, you may downboad the
EFT Registraion Form above.

Yau my login fo your account lo vew andior upedabe your account infarmition Click here b login

Privacy Heport | Contactus

You have now completed the registration process and going forward can login to VSS using your
User ID and Password (via the website). Please note that your User ID and Password are both

case sensitive.

NOTE: YOU CAN SKIP THE REST OF THIS QUICK START GUIDE DOCUMENT SINCE YOU
HAVE COMPLETED THE REGISTRATION PROCESS.

3.11 Release
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Section 3: Your Account HAS NOT BEEN FOUND

This section is a continuation from Section 1.

In the example below no existing account has been found. You can click on the New
Registration button to create a new vendor account.

Privacy Beport | Contect Us
Cancel Regestraton Back |

T ACIATS YOUF ACCOUNE YU MILET e 3 vendor code. THis page will RAIp pou deteming whemhed or NS pou Rave cne. You will Not e able 1 Creats 3 New code If one alfeady Axists, If e ACCOU xslE 1 will b4

CGI Search for an Existing Account/Results Not Found

Wiabame, v

designated as a company or indhidual based on Be informiation you previously provided. Please select one of the search oplions below o debermine if you already have a vendor code
T —
Axied G = = Company Search

T 986 if you Nave 3 vendor code and have an Emplover Identacation Number [EIN) on file. first search by TIN

Taxpayer ientiication Number [711011003 I Legal Busingss Name
Search

oR Click “New
w Individual Search

Registration”
To 66 if you have 3 vandor coce and Rave 3 So0a Security Number (S3N) on file snter your Last Name 2nd Last four Qigits of pour S00a1 Secuity Numbar

l.!’(NelhEI AND  Last4 digits dSSNI l

Search

No results have been found for your account. Flease perform further research or select the New Registration button to create a new account. Hew Regi I

Cancel Hegestraton I Hack |
Adtional Rissources & informaton:

= A3 you complete each step and move bo the next step, the system will check for ermors,
It there are errors:

s A notification message will be displayed at the top of the page.
. ¥ the arrors

p— oCad on T I
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CGI Advantage® VSS Registration Quick Start Guide

Step 3.1: Complete all the fields indicated with an asterisk and click on the Next button to

continue.

NOTE: PLEASE REMEMBER YOUR USER ID AND PASSWORD IN ORDER TO LOG INTO
VSS AGAIN.

CaGl

ieicome, lev
Vi Fregumntly
b Guratony

Dl trser tabarmaiiun

D] Veerity sext Subenit
Regisranon

Preacy Report. | Contactis

My User Information [ Comcet Rogitration ] | Back | [Hext|

Create your uses 1D hese. You will be Primary A t Flease so¢ Me Frequently Askid QuosBans for additicnal detats
aboul Mg Primary Account Adminisirator role.

= Ganeral Information

“User 1D fcase sensitive) - [-gioones

(Uger 1D should b4 between 2 and 16 charachers in lengh |

“First ame [

e
“Emai: fne. mizak. coi@gmail com
Re-enter Email : [ o
“Phone (3 35T BT

KK 00K

rux:,_

000060000

« Password

(Passwords Shousd be betaeen 2 and 16 characlins in lengih )

=

Sty Antwer L00T
(case sensitve):

"Re-enter Secunty[__C
e |

* Indicates a required Seld

AGAITONS] Resources & Information: Cancel Registraticn I n,cll Nexll

Step 3.2: You will be prompted to verify the email address that you entered on the previoius
page. Confirm that your email address is correct and then click the Next button to continue. A
confirmation email will then be sent your email address.

CaGl

Wi Fragudntic
Agied Gumsiung

B U Inormation

D versty amas Sutmit
Regisiration

Verify Email Address

To continue pour VES Mgestralion, we must very pour email S0cress. WRen Fou fecehe M email we Send you, falow B Ik provided of copy i link into your
Drowser.

Alske 3ure your own Security setting will not block the receigt of this email. To prevent the emadl from being blocked, 30d the following address to your email
CONESEE * HOSLERACVANAQS.COM

A email will B o0t to o AckANesS |

Adastional Hesources & information: Cancel Reqratration mul Hext

« A3 you complete each tep and mave o the next step, the system will Check for emors,
It there are ermors:

" A vill bee chisiplayed at the top of the page.

+ You must correct the errors indicated before continuing 1o the next step.

» AddiBonal Help ¢ ¢ Frequontly Askes pane
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CGI Advantage® VSS Registration Quick Start Guide

Step 3.3: Review the information on the Thank You page and then click the Close Browser

button to exit from the VSS application. You will receive an email from VSS to continue with your
registration.

Contact Vs

CG| Thank You!

A verification amail was sent to you.

1. Open the email
2. Chck the hink provided in the email

Cannot click the link in the email?

1. Copy the link from the email
2. Pasle it inlo your browser

Have not received a Verification Email?

1. Login to VES as an Acivated User using your User 1D and Password
2. Correct your email address and click Mext
3. Click Mext again to verify your amail address

[ CloseBrowser

Step 3.4: Open your email and click on the link provided to continue with the registration
process.

ADVMAIL: VERIFY YOUR ADVANTAGE VENDOR SELF SERVICE (VSS) EMAIL ADDRESS  1nbox |x

Host@advantage.com to me 1:47 PM (1 minute ago) Reply

Virginia Collins:

By clicking the link below, you are verifying the email address that you have created for your ADVANTAGE Vendor Self Service (WVSS) user
information. This email address will be used as a primary method of correspondence.

If you cannot click on the link below, you may copy and paste it into your browser.

http-/iwinadv62.ams.com/webapp/avi3ow1/AltSelfSenice ?EmailToken=004396257 19236173206
A

Click to continue with the
Thank You. registration process.

Step 3.5: After you click on the link you will be transitioned to a VSS login page. Enter the User
ID and Password that you created earlier and click Login. Remember that both User ID and
Password are case sensitive.
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Note: Do not bookmark this page. You will be logging in from the VSS home page once
your registration is complete.

CGl

Login

To continue activation, enter your User ID and Password

User ID[collinsuser2

Password[sessssssessd

[P |

T

After you enter your User ID
and Password, click “Login”
to continue.

Help | Contact Us

Step 3.6: Select the TIN Type for your account, select the Classification that applies to your
business or individual account, and then, if the option is available, indicate if you are a Healthcare
Provider. Click Next to continue.

Note: If you select the first TIN Type option be sure to select whether you have a SSN, ITIN,

or ATIN.

CaGl

Welcome, Virginia

Add Business Location - New Account
Registration

Oy Business Inka
D agaresses & Contacts.

[ Adamenst Businass.
et

[l nsgiaration Summaey

& Dwill uge iy an8ty's Employes Mentification Number (EIN)

" Ide not have any of the above farms of Taxpayer idenbficaion

AND

Privecy Repor | Conteciis
x

Save and Close | Cancel Registraon | Hext |

Please chocse one of he following opsons 1o describe how you pan on doing business and sefect e Nex bulion to continue
= TIN Type
O bl Aot ko -
 Iwill user a Social Security Numbes (SEN, Indnidual Tarpayes Idenscation Humber (I, or Adopitve IdertScation Number (ATIN

Please select ane of the follzwing S5H € ITIN & ATIN &

Classification: Select the Classification that applies.

CaGl

Wirieame, Virginin
Vipw Frsgueoty
Jgted Quessony

Ll miews Account inta

O uy Business into.

O Addressus & Contacts

D Angistration Semmary

w Classification

1 plant 16 o bussiness using the fallowing dassifications. Please seled anly one

Individusl

Soke Proprigtor
Fastnrship
Corporatien
Honresident Aen
Trust

Forelgn Dusiness Entity
State Government
Ohes Gowernment
Omher

Joind Vantura

Oher Mon-Profit Org
Employes

Estne

Local Govemment
LLC tmng as Partner
LLC Sling 2 Corp
LLC fming a3 Sole Prop
ChurchiReligious Org
Pesonal Sendce Corp
Fegeral Government
Hazident Alien

Fareign Corporation

I

s B e Bie B e T e Ha s e i e e Te e T s T T Tte T e |

Uisa tha Frequantly Asked Ouastions to oBtain 3 definifion of tha classificanons

Privocy Report. | Contact Us

3.11 Release
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CGI Advantage® VSS Registration Quick Start Guide

Healthcare Provider: Indicate if you are a Healthcare Provider.
AND
= Healthcare Provider
Are you a Healtcare Provider that receives payments from us?

® Yes () No

The Healthcare Provider section is only displayed if the ‘Allow VSS vendors to choose healthcare
provider designation’ (ALW_ACA_VSS) parameter on the Application Parameters (APPCTRL)
page is set to True.

Note: If you have any issues with how you should answer any of these questions, click the
Submit Question button at the bottom of the page. After you submit your question, click Save
and Close to exit the application. VSS will save the information that you already entered and will
remember your progress. Once you receive an answer to your question you can log back in and
VSS will return you to the place where you left off.

Step 3.7: The next step is the “My Business Information” page. A few fields on this page will be
pre-populated by answers you provided on the previous page. The fields with red asterisks (*)
are required to move forward. However, if any of the other fields are applicable to you, we
suggest you fill them in.

Note: Some of the sections, fields, or field names displayed on the My Business Information
page may vary based on certain system settings.

If you have indicated that you are not a Healthcare Provider in the previous step, the Step 2: My
Business Information page is displayed as follows:

Privacy Repont
caGl ) )
Step 2: My Business Information SaveandCose | Cancel Registration | Back | Ment|

Please enter the general information below. Fields with a red asterisk [*) indicate required fiekds. Some of the fiekls are populated with data gathered from the questions you previously answered. Please review all information
carefully before proceeding. Youm ust select the Save and Close prics 1o exiting, i you do not, you will have 1o re-enter all data again,

Wekcome, Jennifer

Vi Frequenty X S
.\iw;hﬁ,‘,.l = Location Verification

Thés 5econ w il e Used 1o estabksh a verficaton code hat ther catons w T your ¢ ompany w 1 e requined [ s w hen FRgISING A New 0 aion 1or your company
&2 thew Account info.

w

3 My Business nfo, “Verify My Locations by : Use

5 requred only § you selected
[ Addresses & Contacts quirad only £ you salscies

[ Addisienal Businpss

Inlomation Vendor Verification Based on :|
ORegistation Sumemary Vendor Verification Password :
Confirm Verification Password :

w Organization Information

“Organization Type : | Crange Forelgn Tax D
* A Cnange 1o s Neid w Bl remove 3l data previces ly entened. m e are
* Classification ;| Corporation w
E National Provder ID:
Location Mame :

Assigning Authority
Location Web Address :

CAGE Code ©
N ber of Em ployoss | v
ey GIN:
Annualincame ~
W-8 Form : w
DUNS :
2 agis
Extended DUNS :
agts
Internat Catalog :
se inciue P
Prafarred Ordering Mathod | |
Pcard Acceptance Lewel : ~
= Legal Name Information
“LogalMame onW-g ; Business Mam o (Akas/DBA) : Mame on Chack ; ~

« 1099 TIN Information

Create Taxpayer 10 Hum ber : Taupayer ID Mumbar :
Taxpayer ID Num ber Type : EIN
Ra-anter Taxpayer IDMum ber : iy rtabile -hg

» Legal (1099) Addre ss Information
“sereet1;
“City:
“ Statel Province | W

“ZipPostal Code ;
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CGlI Advantage® VSS Registration Quick Start Guide

= EFT Infoamnation
ABA Mumber ;| | Find] Aeeount Mumber ;|
Acecunt Trpe:[ w Reuting 1D Mum bar ;|

Remittance Advice Transmission Mode ;| |

= Discount Information
H appropriate, please enter any Discourt Terms you offer for prompt payment of irvoices

Humber of Cays 1 | ] Discount Parcent 1|
Number of Days 2 ;| ] Déscount Parcent 2
Humber of Days 3 : Discount Percent 3 ;|
Humber of Days 4 : Discount Parcent ;|

= Executive Compensation

Officar Hame 1 :| Oficar Compensation 1 :|
Officer Hame 2; OMicer Compensation 2 :
Officer Hame 3| Oficar Compensation ;|
Officar Hame i :| Oficar Compensation -
Officer Hame 8 OMicer Compensation 8 :

Addiional Resosrees & Information:

. A3 - rext s, the sy will eheck for errers.
M there are errors:

« A nctification message will be displayed at the top of the page.

+ Youmust uing sp.

« Additional Help can b s located on the

Save and Close Cancel Registration

| Back | pext |

If you have indicated that you are a Healthcare Provider in the previous step, the Step 2: My

Business Information page is displayed as follows:

caGl

Step 2: My Business Information

SawandCose | Cancel Registra

tion

Provacy Report

| Baek | most|

answered.

Welcoms, Jenniter Fanbds with a red asterisk [*) il

carefully before proceeding. You must select the Save and Close prior 1o exiting. M you 9o not, you will have to re-enter all dats again.
View F i
P e ~ Location Verification

o g

Tres S B0 w i B Ul 10 512048 & Ve ABON £00% Tl oFeer I ABOrTS w IR Y 0u COMparTy w i D Fecuiied 10 urse: w Nen Negislente) & ew 10c 00 10F your company.

B Mor A coumt Ines.
. ety by Locatons by | TR ]

ot Mok arod anly § you

[ Ackdrim s & Coresets

G bove
a
— Vendor Verification Based on :
] Bugistrtion Sesermary Vendor Verification Password :
Confirm Verification Password :

~ Organization Information

“Organization Type : Change | Foreign Tax Dz

* A Crange 1o i Mk w Bl remone i data previols ly entered

* Cassification : | Corporation |

Hational Provider identifier (NPY) -

MOTE: T you hive moee Bran one: MR you oy need 10 enter one of Sem
recquited by Federal Law 5. pare this infomation

Assigning Authority - |

Location Web Address : r
CAGE Code -

Humber of Employees - ~ F
. amn:

Annualincome W E

\ W8 Form -

ouns ;|

9 TS (Mo casnes)

Extonded DUNS : |

4 cigts (N clashes)

Imemet Catalog : |
Rease include Hepii o Hips
Preferred Oraering Methed : | v
Peard Accoptance Level:| v
w= Legal Name Information
“LogalName on W3 ;| | Business Mame (AEasiDEA): | Nam e on Chack ; -

« 1099 TIN Information

Create Taxpayer ID Number :| Taxpayer 1D Mumber ;

Taxpayer I0 Mumber Type : SENATINGATIN
Ra-anter Taxpayer ID Number 1099 Reporable : Mo

» Legal (1099) Address Information
“Serwett | ]
“City :
* Statal Presines | v
“ZipPostal Code ;| ]

o are:
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CGlI Advantage® VSS Registration Quick Start Guide

Health Care Previder EFT Enroliment
The fallowing four sections display and capture the infirmaion s required by e Federal Law for Health Care Provider EFT Enrolment ¥ you choase ta enrollin EFT as part of the registralion, fil out the Financial Instinuion Infarmasion
section

= Provider Information
Provder Name .

= Provider Identifiers Information
Provider Federal Tax Identification Number (TIN)
or Employes Identification Num ber (BN) © Hational Provider identifier (NPY) -

= Financial Institution Information
Financlal Instinution Mame - Em

Financial Institution Routing Mumber <

Type of Accountat Anancial Insttution - |
Provider's 0 ]
NOTE: Wi are required by Federal law lo capture this
information
Azcount Num ber Linkage o Proder identifier - W
w= Submission Information
Reason for Submission - v Authorized Signature - Bectronic Sig Parson =]

 Discount Information

I sppropriate, please erer any Discourt Terms you offer for prompl payment of imsices
P b of Darys 1 2| ] Discount Percent 1 :|
“-M!Mﬂlyl!:. | ﬂle“!w!lﬁlﬂ:.
Mussber of Days 3 © ﬂle“!w!lﬁlz::
P b of Darys - ] Discount Percent 4:|

= Executive Compensation

fficer Hame 1 :| Officer Compensation 1 :
Officor Hame 2; Officer Compensation 2 ;|
fficer Hame 3| Officer Compensation 3 :
Officor Hame 4 Officer Compensation 4 :|
Officer Hame 5| Officer Compensation § :

5 d Ci | | Bask | pext|

Additional Rescurces & Information:

= Asyou i thy step. the sy will check for errors.
I thire are srrors:

= A notification m essage wil be diplayed at the 1op of the page.

« Woumust

Additional Help £an be found in the Frequently Asked Questions lecated on the left hand navigation bar,
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Step 3.8: If your organization has a Classification of Foreign and you have selected W-8 Form in
the Organization Information section in the previous step, the next step is the W-8 Form
Information page. If your organization is not classified as Foreign, please skip to the next step.

The W-8 Form Information page displays the W-8 Form you selected in the Organization
Information section of the previous step. Here, you can enter all pertinent information for your
organization into the W-8 Form. You may only add one W-8 Form during the registration
process. The fields displayed on the W-8 Form page pertain to the W-8 Form type you seletced
in the previous step. The below screen capture is only an example of one type of W-8 Form.

CGl

W-8 Form Information Save and Close i Cancel Registration | Back | Mext
Based on the answers you provided on previous pages regarding your W-8 Form and Foreign Vendor status, additional information is required to capture your complete vendor status for certification.

Wiew Frequentl 'W-8 Form Type : |W-8BEN-E Change

Asked Questions

Vielcome, Jennifer

+ W-8 Form Information
New Aceount Infa.
Part | - Identification of Beneficial Owner

B wty Business info (see IRS W-BECI Form instructions)

[ Addresses & Contacts

O Additional Business

*1 Name of erganization that is the beneficial owner
Information

[ Registration Summary
2 Country of incarporation or organization

3 Name of disregarded entity receiving the payment (if applicable)

*4 Chapter 3 Status (entity type) (Select one option only):
v

If you entered disregarded entity, partnership, simple trust, or grantor trust above, is the entity a hybrid making a treaty claim?
IfYes™ complete Part lll

[m]
*5 Chapter 4 Status (FATCA status)
(Must select one option only unless otherwise indicated). (See IRS W-8BEN-E instructions for details and complete the certification below for the entity’s applicable status).

~

*f Permanent residence address (street, apt. or suite no., or rural route).
Do notuse a P.O. box orin-care-of address (other than a registered address)

*City or town, state or province. Include postal code where appropriate
*Country

7 Mailing address (if different from above)
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Step 3.9: You entered your Legal address on the My Business information page. In this step,
the system asks you questions regarding four additional types of addresses. VSS collects an
address for Administrative correspondence, an address for Ordering from you, an address for
sending Payments to you, and an optional address for Billing you if you owe fees or other

payments. You can choose to specify the same address or different addresses for each of these
four address types.

Privecy Heoort | ContaitUs
CG I Add Business Location - Address

Saveand Close | Canced Registravon | sack | next |
Informatien Questionnaire

Wiescome, Virginia

A TR PFleass anter the following INformation about your AGmenistratve, Ordedng, Payment. and Bilkng addresses.

i Fragye

Agked Queghos w Lagal Addrass Infarmation
B tews Account ints, Adoress 301 First Avenue Answer these questions
B bty Business info oy

State
JpFostal Code - 77449

as applicable. Then click
“Next” to continue.

Additional information for
each question is provided

below.

Save and Clst Cancel Registration | Back | next |

D Ragistraton Summary  Address Questions

Should your legal address listed above be used for any oher ype of addriss (Administrative, Ordering, Payment or Billing)?

16 yousr 30AE5S INRSIMANOn i £3me Rr Administrative, Ordening, Paymant, and Rling sadrasses’

Do you have the same contact for il address types (Administrative, Ordening, Payment, or Ging)?

Additional Rescurces & nformaton:
+ As you complete each Step and move 1o the next step, the system will check for ermors,
I thre are emors:
* A notfication massage will be desplayed al e 1op of e page.
. You the error mext slep.
= Addinonal Help in the Frequently lecated on the left hand navigation bar,

The three address questions above are labeled A, B, and C in this example. Here is a short
explanation for each question.

A: If your Legal Address is the same address as any one of the additional four address types
(Administrative, Ordering, Payment, and Billing) then choose Yes on A. Otherwise, choose No.

B: Regardless if you choose Yes or No on A above, if your Administrative, Ordering, Payment,
and Billing addresses are all the same address, choose Yes on B. Otherwise, choose No.

C: If you want a single contact person for all four address types, choose Yes on C. Otherwise,
choose No.
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Here is an example of what the Addresses and Contacts page will look like if you answered Yes
to all of the previous questions. Complete your address and contact information and then click
the Next button. If you answered No to the second or third questions then you will be transitioned
to a series of pages to collect information for each of the address types.

Note: If you would prefer not to setup a billing address at this time then uncheck the Billing
checkbox at the top of the page before clicking Next.

Privacy Report | Contact Us

CG I Step 3: Addresses and Contacts Save and Close | ___Cancel Registration Back | Next =l

Based on the answers you provided on the previous page additional information is required to capture address and contact details for each
of your different address types. If you wish to enter the same address and contact combination for each type enter all of the required fields

Welcome, Laura below related to your Administrative, Ordering, Payment, and Billing address and select the Next button to proceed. Please note that your
Billing address information is optional, if vou do have separate address and contact combinations for each address type you may go back to
g Frequert! the previous page and change the answers you provided in order to fill out all the address and contact information on multiple pages.

Asked Questions
[# *Administrative

M Hewr Aocourt Info.

Wy Business Info [7 *Ordering
O Address=s & Contacts 7 'Payment

O additionzl Business
Information Billing ‘Entering a Billing Address is optional. Please uncheck this hox prior to clicking "Next’ if you would prefer to enter a Billing

Address at a later time.
rv Address Information

‘Street 1: 901 First Avenue -

Street Address, P.O. Box, Company Narme, ete.

Street 2: I

Street Address, P.0. Box, Company Name, efc.

city: IHDusinﬂ

‘State/Province : ITEXES ﬂ

Zip/Postal Code : I??AAB

Country : I USA j
CO‘"W:IHarris County Texas =l
‘Phone: o= iaes Ext. :I
RSNG00
Adiditional Address Info : =]

[ registration Summary

Division/Department : ITe was
DUNS : I
Extended DUNS : I

CAGE Code

v Contact Information
Forthe address type shown above, please enter a contact person.

‘Principal Contact : W X2 IW
Title/Role : l— Fax Extension : l—
Permissions : l— Alternate Fax : IW
Authorized Representative : [~ Alternate Fax Extension : l—
Phone : 5515341455 Emall: ek cg@gal o
Phone Extension: 3, rc Correspondence Type : lm
Afternate Phone : W
Alternate Phone Extension : W —

English Spoken: [&

-
=

Save and Close I Cancel Reqistration Back I Next

Additional Resources & Information:
+ As you complete each step and move to the next step, the system will check for errors.
I there are errors:
+ A netification message will be displayed at the top of the page.
= You must correct the errors indicated before continuing to the next step.
= Additional Help can be found in the Frequently Asked Questions located on the left hand
navigation bar.

[«l

3.11 Release CGI Technologies and Solutions Inc. Proprietary and Confidential Page 23



CGI Advantage® VSS Registration Quick Start Guide

Step 3.10: Additional Business Information allows you to enter additional optional information
about your company and documents/attachments to be associated with your vendor account.

Ccal

Welcome, Jennifer

View Freguently
Asked Questions

B Hew Account Info.
[ my Business Info.
O Addresses & Contacts

[ additional Business
Information

[J Registration Summary

Privacy Report | Contact Us

o)
Step 4: Additional Business Information save and Close I Cancel Registration | Backl Next

Attachments
Click the "Add” button to add supporting documents and files to your vendor account. This informatien is

optional

Add

File Name Date UserID Attachment Type Description

Commodities
Select the commedity codes/classes that desaib d services that your organization provides.
“Add" buttan to identify the appropriste commadities for your organization. This information is optional.
Add
Commodity/Service Code Commeodity Description

Attachments section: Click the Add button in this section to add attachments to your
company’s profile. Once you have selected the files, click Attach File to save your attachments.
Note: This section is only displayed when the Allow VSS Vendor Attachments

(ALLOW_VSS VEND_ATT) parameter on the Applcaition Parameters (APPCTRL) page is set to

Yes.

CaGl

Add Attachment Files

Welcome, Jennifer

Use this page to add the attachments to your vendor record. Click "Browse" to select a file. The maximum size allowed for each file is
Wiew Frequently 10.0MB

Asked Questions

File 1: Browse... AﬂacllmentType: Descnplmn:|:|
File 2: Browse.. |AttachmentType:[Stenderd | Descripon:| |
File 3: Browse Aﬂacllmeanype: Descriplmn:|:|
File 4: Browse.. |AttachmentType:[Stenderd | Descripon:| |
File 5: Browse Aﬂacllmeanype: Descriplmn:|:|
Cancel

Commodities section: Click the Add button in this section to search for and select commodities

that match the goods and services that your company is able to provide. Once you complete
your selections, click OK to save your selections.
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Commodities

Select the commedity codes/classes that desoribe goods and services that your organization provides. Clidk the "Add™ button to
identify the appropriate commedities for your crganization. This infermation is opticnal.

Add
Commeodity/Service Code Commeodity Description
VTHO2 Commodity 2 Delete
VTHOM Commodity 1 Delete

Business Type section: Click the Add button to search for and select business types that
pertain to your business. Again, select the appropriate entries and then click OK to save the
selections. After saving your selections you will have an opportunity to provide a Certification
Number and corresponding start and end dates, if appropriate, for each business type.

Business Types

Click the "Add™ button to identify the appropriate business types for your crganization. This information is optional.

Add
Business Type ID Certification Number Certification Start Date Certification End Date
Dealer 1234000000000 |04/28/2015 i | = Delete
Goods 89990000000000 % |04/28/2015 e | [ Delete
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Service Areas Section: Click the Add button in this section to search for and select the specific
geographic areas that your business is able to service. Click OK after selecting your areas in
order to save your selections.

Service Areas

Click the "Add" button to identify the appropriate service area zone for your organization. This information is optional.

Add

Service Area Code  Service Area Zone
2 Service Area 1 Delete

3 Service Area 2 Delete

Click Next at the bottom of the Additional Business Information after you have selected your
commodities, business types and/or service areas.

After you have completed the above sections, you will see the Registration Summary page. This
page displays all of the information that you have entered thus far for your review.

Note: Some of the sections, fields or field names displayed on the Registration Summary page
may vary based on certain system settings.

If you have indicated that you are not a Healthcare Provider in the previous step, the Registration
Summary page is displayed as follows:

Welcome, Jnrster  REQIStration Summary | saweand ciose CancelReghtration | Back | Submik Reghtration Print This Page |
View Frequenty The SUMMARY balow is based on the inform ation you entered. If changes are nesded, please select the Update Information Ink. This will navigate you back 1o the appropriate screen for you ta m ake your change.
=  Location Verification

B2 Nw Account Indo. Verify My Locations by : Use My TIN Numnber

B2 My Busiewas bk, Please verify hat you are partof
®is prgarazmtion by entinng he

B Addrem s & Contacts TN number of your Headquaners

W Addigonal Bus iness Vendor Verification Based on: and hitting submit. ¥ you are

Information unsure of the TIN number, please

D) Ragistration Ssmenary cantactthe Account Administrater
for your Headguaners

Update Information

= Organization Information

Organization Typs : Company Foreign Tax ID:
1099 ClassMeation : Corporation Mational Provider Kentfier (N91):
Location Mame : Assigning Authority :
Location Web Address : CAGE Code !
Number of Empleyees | GIN:
Annualincome W8 Form :
Healthcare Provider : Yes DUNS :
Extended DUNS :
Internet Catalog :
Frefermed Ordering Methed :
Poard Acceptance Level :
Update Inform ation
~ Legal Name Information
LegalMame : First Mama : Mame on Cheek ©
Business Name (Alias/ DBA) : Middie Name :
Mame Control ; LastMame:

Update Inform ation
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= 1099 TIN Information
Taxpayer 1D
Hum ber :

Taxpayer ID Number EIN

» Legal (1099) Address Information
Street 1:
City -

= Discount Information

N ber of Days 4

+ Executive Compensation
Officer Name 1:
Officer Name 2
Officer Mame 3 :
Officar Mame 4:
Officer Mamae 8

~ W-8 Form

Detalled TIH Type :
1089 Reportable : No

State/Provines
ZipFPostal Code :

Discount Percent 1:
Discount Percent 2
Discount Percent 3 ©
Discount Percent 4

Officer Compensation 1 :
Officer Compensation 2 :
Officer Compensation 3 :
Officer Compensation 4 :
Officer Compensation 8 :

1 Hame of individual or organization that is the beneficlal owner

2 Country of citizenship

3 Permanent residence address (street, apt. or suke no, or rural routs).

Do notuse a PO box or in-cane-of-address

City of tow n. state or province. Include postal code where appropriate.

Country
4 Malling address (¥ differant from abowe)

City or town. state or province. Include postal code where appropriate.

Country

5 WS, axpayer (roquired - ses IRS W
& Foreign ax [sew IRS W

T IRS W-8BEN

91 certify that the beneficial owner is a reside:

10 Name of Article for treaty

Special rales and conditions (see IRS WEBEN instructions )

Specify type of income

Special rakes and condtions (see IRS W-S8BEN instrudtions)

of the s pecified location within the meaning of

Explain the reasons the beneficial owner mests the terms of the reaty article

Signature of (o indiridual

Printname of signer
Capacity inwhich acting if form is not sign

to sign for the beneficial cwner)

& Date of birth (MM-DO-1YYY)

Parcentage % rate

Special rates and conditons (see IRS W-BBEN instruchans).

~ Administrative Address
Address kiformation

Contact Information
Principal Contact :
Trie/Role :
Permisions :

Authorized Representative : No
Phone :
Phone Extension @
Alternate Phone :
Akernate Phone
Extension :
Fax:

« Atachments

Country : Tromekin ksland

Addrional Address
info:

Fax Extension:
Alternate Fax -
Alternate Fax
Extension:
Email:
Correspondence
Type:

Englisth Spoken: Yes

Fieame Date UseriD Anachment Type Cescripton

« Commodities

~ Business Types

Business Type 10 P ber

» Service Areas

Service Area Code  Sendce Area Zone

Start Date

EndDate Minceity Type

tax treaty between the United States and that country

Update Inform ation

Inform ation

Updats Infarm ation

Update Inform ation

Update Inferm ation

Update Inferm ation

Update Inform ation
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Save and Closs ] Cancel Regitration | Back | Subm it Regstration |

Additional Resources & Inform ation:
= As you complete each step and move to the next step, the system will check for errors.
if there are errors:
= A notfication message will be displayed at the top of the page.
* Youmustcorrect the errors indicated before continuing to the next step.
. in the Asked the left hand tion bar,

If you have indicated that you are a Healthcare Provider in the previous step, the Registration
Summary page is displayed as follows:

cal

Welcceme, Jenriter
View Froques
&2 thew Account info.

B2 My Busirsa bk,

B Acdirem e & Contacts

Registration Summary [ save and Cione CancelRegitration | Back | SubmitRegitration | PrintThis Page |
The SUMMARY below is based on the infc x L Hchy ded ph hect the Update Infi ion link. This will navigate y tothe e screen for you to make your change.

w Location Verification
Vierify My Locations by : Uise My TIN Humbser

Piease verify hial you ane pan of
this arganizbon by entering he
TN number of wour Headquarers

Infcamation
O Registintion Surmemary.

Vendor Based on : and hitting submit. ¥ you are
unsure of the TIN number, please
contact the Account Administrator
for your Headquaners.

= Organization Information

Organization Type : Company Foreign Tax ID:
1089 Chassification : Corporstion Hational Provider Kentifier (NP1) :
Location Name : Assigning Authoriey :
Location Web Address : CAGE Code :
Mumbar of Employees © GIN:
Annualincome : W8 Form :
Healthcare Provider : Yes DUNS :
Extended DUNS :

Intarnet Catalog :

Preferred Ordering Method :

Peard Acceptance Level:

= Legal Name Information
LegalMame :
Business Mame (Allas/ DEA) :
Nam e Contrel :

HName on Check

w1099 TIN Information

Taxpayer 10 Detabed TiH Type :
Hum ber : 1089 Reportable: No
Taxpayer ID Number E1N
Type:

w Legal (1099) Addre ss Information
Street1:
ciny:

« Provider Information
Provider Mame

= Provider Identifiers Information

Presider Federal Tax Identification Nusber [TIH) Matiznal Provider Identfier (NP1 :
or Employes Idereification Number [EIN) -

= Financial Institution Information
Fnancial Instituticn Namae ;
Financial Instisution Routing Nusber ;
Type of Account at financial Institution :
Provider's Aceount Num ber with Financlal Institution :
Account Num ber Linkage to Provider identifier :

= Submission Information
Reason for Submission : Hew Enroliment Authorized Signature - Bectronic Parscn Sube itting

w Discount Information

Humber of Days 1: Discount Percent 1 :
Humber of Days 2 Discount Percent 2;
Mumber of Days 3¢ Discount Percent 3:
Humber of Days 4 Discount Percant 4

= Executive Compensation

Officer Name 1: Officer Compansation 1 ;
Officer Name 2 Officer Compensation 2 :
Officer Name 3 : Officer Compensation ;
Officer Nama 4 Officer Compansation 4 ;
Officer Nama §: Officer Compansation § ;

Update Inform ation

Update Inform ation

Upclate Infarm atien

Update Inform ation

Update Inform ation

Updaze Information

Updaze Information

Update Inform ation

Update Inform ation
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= W-8 Form
1Mameof i i that is
2 Country of citizenship

3 Permanent residence address (street. apt. or suite no., or rural route).
Da nat use 8 PO boxor in-care-of -address.

City or town, state or province. Include postal code where appropriate.
Country

4 Maliing address (I different from abowe)

City or town, state or province. Include postal code where appropriate.
Country

S LS. taxpayer (required - see IRS W

6 Foreig
7 Referance number(s] (see RS W-8BEN instructions )

91 certly s a resident of the sp the meaning of tax treaty the United States and that country
10 Nam # of Article for treaty

Specidl rates and condiions (see IRS WBBEN mstrucsons)

Specify type ofincome

Specidl rates and condiions (see IRS WBBEN mstrucsons)

Explain the reasons the beneficial owner meets the term s of the treaty article
Signature of beneficial cwrer (or individual authorized to sign for the beneficial owner)
Printname of signer

Capacity inwhich acting (It form |5 rot sigraed by beneficial swner)

8 Date of birth (MM-DO-YYYY)

Parcentage % rate

Special raes and conditions (see IRSW.EBEN instuctions]

= Administrative Address
Address Inform ation

Street1:
Street2:
City :
SutwProvince
TipPoatal Code :
DisésionDapartm ent :
DUNS :
Extended DUNS :
CAGE Code :

Contact Information
Principal Comtact : Fax Extansion
Alernate Fax :
Alternate Fax

Authorized Repres sntative :
Phane

Phone Extension
Altemate Phons :

Akernate Phone

Extension:
Email:
Correspondence.

Type:
English Spoken: Yes

Extansion :
Fax:

= Payment Address
Address inform ation

Street1:

Street2:

Ciey:

StatwProvince
TipPostal Code
Divksicn/Departm ent:
DUNS

Extended DUNS
CAGECode:

Provider inform ation
Provider Mam e : Samgle
Provder identfiers inform ation

Provider Federal Tax |dentification Number (TH) Hational Provider identifier (NPY) :
or Employes denefic ation Num ber (EIN) ;

Financial Institution Inform ation
Finaneial Institution Mame :
Financial Institution Routing Number ©
Type of Accountat Anancial instinstien :
Provider's Account Num ber with Financial institution ©
Aecount Hum ber Linkage to Proider entifier :

Submission Inform ation

Rearson for Submission : New Enralment Authorized Signature - Bectronic Signature of Person Submisting Enrollment : Checked
Cantact iformation
Principal Contact : Fax Extension :
Alteenate Fax:
Altermate Fax
Extension:
Email:
Correspandence
Type :

English Spdun; Yes

Update inform ation

Upeate Infarm aticn
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= Attachments
Fletame Cate UseriD Aftachment Type Description

Update Inform atien

= Commodities

Update Inform aticn

= Business Types
Business Type © R ber Sart Date EndDate  Minorfy Type

Update Inform atien

» Service Areas

Service Area Code  Service Area Zone

Update Infarm ation

Save and Close CancelRegatration | Back | Submi Registration

Additional Rescurces & Inform ation:
= A5 you complete sach step and mave to the Mext step, the system will check for errors.
" rors;
* A notification message will be displayed at the top of the page.

. the ermors g f the next step.
» Additional Help can be found in the Fraquentty Asked Questions located on the left nand navigation bar.

After you have reviewed the summary and confirm that everything is correct, click on the Submit
Registration button located at the bottom of the page to continue.

If you have entered information on the W-8 Form page, after you click Submit, a pop-up window
is displayed for you to verify that all the information you have entered is complete and accurate to
the best of your knowledge. Click OK to close this window.

If you have entered EFT information during the registration process, after you click Submit, a
pop-up window is displayed for you to verify that all the information you have entered is complete
and accurate to the best of your knowledge. Click OK to close this window.

Note: If you determine that any of your information is incorrect you can click the Update
Information link in the appropriate section to navigate back and correct your information.
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You will see the Thank You page as shown below after submitting your registration.

Privacy Renort. | Contact s

Print This Pags I
wacome. vigns Thank You!

A " Congrahdations, you haw completed the registralion process. You may now login to Vendor Self-Sendce using the User 1D and Password
Yy Fremoty
‘ shed Quastany ¥ou just created F‘o!swamsei
Your Vendor Code ks: 12313
"Please savie your Vendor Code lor Tuture reference

Thie fodlowing registration forms are available for you

caon Fotn

tute W-9 Cenacabon Fonm. Sgn e Fonm and mad of fax 110 the 330ress Of tax number indiCated

Chck ¥
on the form

Vangor Regisiasen Agolicaben
& _paf version of your registration apphcation is avallable You may want ta print of save a copy of fis document for your reference.
B errseuntaton roem
I you have nat provided EFT infarmation duning Ine rgisiralion process and would ke 10 rogister for EFT payments, you may
download he EFT Registrabon Form above

Yeu may login b your VSS account fo view andicr update your account information. Click hars 1o login

You have now completed the registration process, and going forward, can login to VSS using
your User ID and Password (via the website <enter website URL here>). Please note that your
User ID and Password are both case sensitive.
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