
1

ROANOKE’S 

VENDOR SELF 

SERVICE 
Account Registration and Activation 



2

TABLE OF CONTENTS

Registration and Activation of Accounts

REGISTER A NEW VENDOR 3

ACTIVATE AN EXISTING ACCOUNT 25



3

Register a New 

Vendor
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From the Welcome Page of 

the VSS Click the Register

tab directly under the “New 

Users” section. 
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Step 1: Read the Registration Requirements very carefully 

and click Continue. 
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Step 2: Vendor will put the company name into the search box by either putting the whole name of the 

vendor or partial name using the wildcard (*) function before and after search criteria.

Step 3: If the company name does not appear, the user will need to register the company by selecting 

the New Registration tab. 

2

3



7

Step 4: Read the Memorandum of Agreement very 

carefully and  click the Accept Terms tab.
4
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Step 5: Complete the Business 

Information (Step 1 in the Left 

Hand Navigation Panel) Enter:

1. *Location Verification 

Information

2. Company Name

1. *Organization Type, 

Classification, and Legal 

Name.

2. EFT Information (optional)

3. Discount Information (if 

applicable)

Click the Next tab.

Left-Hand 

Navigational 

Panel
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*NOTE:

If there is no email provided in 

the User Information page, there 

cannot be electronic notifications 

given upon approval or denial of 

changes/additions, nor will user 

receive Bid/RFP updates and 

Award Notices. 

Step 6: Complete the 

User Information (Step 2 

in the Left-hand 

Navigational Panel).  

Enter:

1. User ID: 

2. Name of Main 

Contact at this 

location

3. Email of Main Contact

4. Phone Number to the 

registering location.

5. Password (created 

and maintained by 

this registered Vendor 

ONLY.)

6. Security Question to 

be answered in case 

user forgets his/her 

password.

7. Answer to the 

security question.  

Click the Next tab.  
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Step 7: Complete the W-9 

Information (Step 3 in the Left-

hand Navigational Panel) 

enter:

1. Taxpayer Id Number

2. From the drop down box 

select the type of TIN, for 

example:  EIN, SSN, etc.

3. Verify the legal name 

populates correctly.

4. Complete the address, city, 

state, and zip information.

Click the Next tab.
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Step 8: Complete the Account Administrator Information (Step 4 in the Left-hand Navigational Panel) 

In the Address Information Section and Contact Information Section, the user must complete all fields 

indicated by the (*) .  If the Contact assigned has a separate address not shown above, the user must 

complete the Contact Address information by selecting the drop down tab and completing all required 

fields.

NOTE:  The information from the User Information page will automatically populate in “Step 4 

Account Administrator Information”.

Click the Next tab.
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Step 9: Complete the Ordering Address Information (Step 5, in the Left-hand Navigational Panel).  The user may complete this 

section by (1) selecting the check box by “Account Administrator” to automatically populate all of the Account information into 

the Ordering section or (2) if this address is different, the user may manually fill in each required field indicated by a (*) .

Click the Next tab. 
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Should the user select the Account 

Administrator button, the  Address 

and Contact information will 

populate as shown below.
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Step10: Complete the 

Payment Information. Identical 

to Step 9, the user may 

complete this section by (1) 

selecting the check box by 

“Account Administrator” or “ 

Ordering”  to automatically 

populate all of the Account 

information into the Payment

section or (2) if this address is 

different, the user may manually 

fill in each required field 

indicated by a (*) .

Click the Next tab.
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Step 11:  In the Bidding Interest section 

(Step 8 in the Left-hand Navigational 

Panel) the user must complete:

A. Business Type

B. Service Area

C. Commodity

Once A, B, and C are completed, click 

the Next tab.

(A) Business Type:  

1.  In the Business Type line,  select the drop down arrow box “Business Type”.  Click the ADD button to view the type(s) 

menu.  (as shown on page 16)
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Business Type Menu Selection.  

Remember once the user clicks OK, he/she 

must reopen the drop down arrow on the 

main Information page to input specific 

Certification information as it relates to 

his/her selection(s)

2. The vendor will be directed to the type(s) menu.  Select the type(s) that may apply to the user and  click OK in 

the bottom center of the page.
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3.   Select the drop down arrow by “Business Type”.  This will show the type(s) of business the user selected from 

the menu screen.  Click on each box and input Certification and Date numbers as it applies to each item selected.
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B.  Service Area:  As done in the 

Business Type section, the user will 

need to select the drop down box in 

the Service Area section and select 

Add.  The user will  need to select 

the area(s) that apply to his/her 

service and click OK. All selected 

items will populate in this section as 

show below.

(1)

(2)

(3)
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C.  Commodities:  As done in the 

Business Type and Service Areas 

sections, the user will need to select the 

drop down arrow in the Commodity 

section and select Add.  The user will  

need to select the commodity items that 

apply and  hit OK.  Note:  Once in the 

search page, the user may use the 

wildcard function (*) in searching for a 

certain commodity.

(1)

(2)

(3)
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IMPORTANT NOTE:  Once the user has completed 

all individual sections for Business Type, Services, 

and Commodity click Next located in either the 

upper or lower right hand side of the screen.
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Step 12:    The Vendor must preview all 

information in the main page of the 

Preview and Submit Registration (Step 

9 in the Left-hand Navigational Panel).  If 

all the information is correct, click Submit

in the upper middle of the page.  If any 

information needs to be corrected, user 

may either choose the back button to the 

page needing a correction or select the 

section from the left hand navigation 

panel.  Click Submit.
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CONGRATULATIONS!!!! You have successfully 

registered your vendor
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Upon completion of the Vendor Registration process, an email will be sent to 

the email address provided during registration. Within 24 hours an email will 

notify the Vendor that the registration was successfully submitted and 

awaiting approval.



24

Once the registration has been accepted for approval, the Purchasing and 

Financial Departments will review the registration for approval or rejection.  

Upon their decision the Vendor will receive a second email notification of the 

decision.  (This process will be no longer than a 48 hour period from the time 

of registration)
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ACTIVATE AN EXISTING ACCOUNT
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From the Welcome Page of 

the VSS Click the Register

tab directly under the “New 

Users” section. 
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Step 1: Read the Registration Requirements very carefully 

and  select Continue at the bottom left hand of the page. 
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Step 2:    Vendor will put 

the company name into the 

search box by either putting 

the whole name of the 

vendor or partial name 

using the wildcard (*) 

function.

If the Vendor does appear 

(In this case Innovative 

Cleaning Serv Inc), the 

Vendor will need to 

determine if the account is 

active or inactive by 

locating the status in the 

Activated column.  

If the account is inactive by 

the word “NO” in the 

Activated column, Click the 

Activate Account link 

located to the right of the 

status.
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Step 3:  

Enter TIN and Click Submit.
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Step 4: Read the Memorandum of Agreement very 

carefully and  click the Accept Terms tab in the bottom left 

hand of the page. 
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Step 5:    Complete the 2 steps required to activate the 

account as indicated by the Left-Hand Navigational Panel.

Step 6:   Complete the User Information field by filling in 

all boxes indicated by the red (*) ( Step 1 of the Left-Hand 

Navigational Panel).  Once all boxes are completed, Click 

Next.  
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Step 7:   Click Submit Registration 

button in the middle of the page as shown 

above.
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CONGRATULATIONS!!!! You have successfully 

activated your vendor


