ERA Landlord FAQ
Q. If my tenant has applied for Emergency Rental Assistance (ERA) funds how am I notified?

When a tenant applies for ERA funds, they must enter the email address of their landlord. The County
will send an email to the landlord requesting that they email a Balance Statement to the County using
the link provided. The Balance Statement must be completed by the landlord and the landlord must
send it back to the County. The landlord must use the link provided in the email. The tenant should not
send the County the Balance Statement, it must be emailed to the County by the landlord using the link
provided in the email. Please find additional directions on how to complete the Balance Statement
below.

Q. How do | complete the Balance Statement?

During the application review, the worker will send an email requesting the Balance Statement from the
landlord.

ipplication Appointment Reports Home| Applications | Doris Davis| Logout

Online System for Community Access to Resources and Social Services - OSCA

Resend Balance Statement Email

The landlord will receive an email with the links to complete the Balance Statement and the link to
register as a county vendor if the landlord is not a vendor.

Issued 3.30.21



Sweep Moveto v  Categories ¥  see 9 Undo

The email also

Your information was entered when applying for rental assistance provides the

Q admin@co.palm-beach.fl.us 9 Replyall | v Com mOdIty COde for

Today, 2:46 PM
Doris Davis ¥

Action ltems & registering as a

vendor.
_Dzvls;

o e N <

LM BEACH FL 33411 has applied to Palm Beach County for Assistance for

the landlord when

paying his past due rent.
Please use the following link to submit the Balance Statement:
Click Here!

1f you do not have  vendor code, please register using the link below. Use commodity code 97164 when registering.

https://d pbegow. Pages/Vend 1 1011 85PX

Thanks,

Palm Beach County Community Service

To complete the Balance Statement, the landlord can enter their vendor code once they have it. The

system will search for the vendor code.

C @R O nhttpsy/secure.copalm-beach.flus/CSDProcessServiceElig/Vendor/BalanceStatement.aspx?AUTH_KEY=BE257C721602012AE053978

a 7% & o | 1=

Im Beach County Landlord Balance Statement

PBC Vendor Registration
If you do not have a vendor code, please register using this link. Use commedity code 97164 when registering. &

Enter PBC Vendor Cade *

Insert Vendor Code

Palm Beach County Vendor Search

Rent Details

mmMWm PALM BEACH FL 33411 has sppli fo alm Besch County Commanity Senices for Assstanc n pying past Sus ent lesse complete and vey the smosrt
and dates ref cation.

Add Month

Month Rent Due Amount Late Fee/Legal Fee Total Rent Due Amount
Month 1: + Select Month/Year v $000 $000 $0.00

Total Rent Due: $0.00

(1 certify that the above information is true and correct and | am authorized to collect rental payments on this property.
(11 certify that the months requested by my tenant are past due and | have not received rent for the months listed on this request.
Print Name: | erint ame

The landlord’s information will show. The landlord is provided another link to change the vendor
information if necessary.
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C @ &  https://secure.co.palm-beach.flus/CSDProcessServiceElig/Vendor/BalanceStatement.aspx?AUTH_KEY=BE257C721602012AF0539... [ & g

Palm Beach County Vendor Search

Vendor Details

If any information is wrong o not current, pleas go to Vendor Seff Service (VSS) to update. More information at this link. (!

Vendor Code
Status
Organization Type
Legal Name
Alias/DBA Name
1099 Classification
Phone Number

Email Address

Checlcwill be mailed to this address. Please verify that the address is correct, If address is wrang, please go to Vendor Self Service (VS5) to
update. More information at this link. &

address.

Address Line 1
Address Line 2
city

State

zZip

Principal Contact

Owner name in PAPA and Legal name in Vendor Self Service (VSS) do not match

Property Cwner

Link to change payment

If the business/address information is correct, the landlord can go to the bottom of the page and

complete the Balance Statement. To add months, select “Add Month”.

] & hitps:/secure.co.palm-beach.flus/CSDProcessServiceElig/Vendor/BalanceStatement.aspx?AUTH_KEY =BE257C721602012AE0539... [ & 5

Check will be mailed to this address. Please verify that the address is correct. If address is wrong, please go to Vendor Self Service (VSS) to
update. More information at this link &'
Address Line 1
Address Line 2
City
State
Zip

Principal Contact

Owner name in PAPA and Legal name in Vendor Self Service (VSS) do not match

Property Owner

{\5

Rent Details

ates rent is que to complete the processing of the application.

t. Please complete and verify the

Add Month

‘Your Tenan
amount an

Meonth Rent Due Amount Late Fee/Legal Fee
hi = -
e e Insert rent amount
Month 2: April 2021 v 5000

and late charges.

* O certify that the above information is true and correct and | am authorized to collect rental payments on this property.

* Ol certify that the months requested by my tenant are past due and | have not received rent for the months listed on this request.

Print Name: | Frint Name

When complete, they can certify the statements, type in their name, and “Submit”.
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C @ 3 https://secure.co.palm-beach.flus/CSDProcessServiceElig/Vendor/BalanceStatement.aspx?AUTH_KEY=BE257C721602012AE0539... [ € g = Q s

Check will be mailed to this address. Please verify that the addrass is correct. If address is wrong, please go to Vendor Self Senvice (VSS) to
update. More information at this link. &
Address Line 1
Address Line 2
City
State
Zip

Principal Contact
Owner name in PAPA and Legal name in Vendor Self Service (VSS) do not match

Property Owner

Your WEST PALM BEACH FL 33411 has applied ta Palm Beach County Community Services for Assistance in paying past due rent. Please complete and verify the
amount and dates rent is due to complete the processing of the application.

Month Rent Due Amount Late Fee/Legal Fee Total Rent Due Amount
Month 1: = March 2020 v $500.00 510000 $900.00
Month 2: April 2021 ~ $800.00 50,00 $800.00
Total Rent Due: $1,700.00
C e rtlfy an d * (1 certify that the above information is true and correct and | am authorized to collect rental payments on this property.

Ol certify that the months requested by my tenant are past due and | have not received rent for the monthsdisted on this request.

type name. Print Name: ¢

Q. What is the Commodity Code for this program?

The only Commodity Code for this program is 97164.

Q. What if | am not a registered vendor with Palm Beach County?

In order to receive a payment from Palm Beach County you must be a registered vendor.
Q. How do I register as a vendor with Palm Beach County?

The first step is to register as a vendor of Palm Beach County government in the Vendor Self Service
(VSS) system. The step by step process is detailed below.

REGISTERING IN THE Vendor Self Service (VSS) system
Q. Why register as a vendor?

In order to receive a payment for ERA rental assistance you must be a registered vendor with Palm
Beach County.

Some of the benefits of registering with the County as a Vendor include:

e Financial Transactions
o View your Vendor Payment History
o Review Current Contract/Agreement(s) with the County
e Business Opportunities
o Access to ALL County Construction & Non-Construction Solicitations/Business
Opportunities
o E-Mail notifications of Solicitations/Business Opportunities
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e Vendor Account Information
o Address(es)
o Vendor Account User(s)
o Commodity Code Selection(s) THE COMMODITY CODE FOR THIS PROGRAM IS 97164

Q. How do | register as a Palm Beach County government vendor in the Vendor Self Service (VSS)
system?

Registering in VSS is a 4 step process.

Step 1 is to register as a new vendor or verify that you are an existing vendor.
Step 2 is to verify your business information.

Step 3 is to verify your address and contacts.

Step 4 is to add additional business information.

Step 1 Register/Verify Existing Account

Registration Link:
www.pbcgov.com/purchasing

https://pbcvssp.co.palm-beach.fl.us/webapp/vssp/AltSelfService

PALM Beach Counry - -
Dl!mm'r the l’i_lm Beactes... et o
g

Purchasing Directory |

Q=
o=z
[+]
-

Vendor Registration

Paim Seach Countys (*Caunty™) Vendar Saif Service (VSS") System provides New and BExlsting Vendars with access 10 County solictations for all gooos and services
V5515 updated on o daily Daaly to provide you with current information regarding County sollcitations, yenaar regmteation informaton and sendor payment/status

Infoemation

Al xERINE VeNaors MUST activate thek veridar infor Cunt in V54 inCluding thalr amad adiess and Commodity (odes. 10 ander to recoiwe nooficatiang of

I ADONS when advertises and 1o check pay

ek on this bnk b0 register a5 & mew vendor OF to acty eXOINY vendor atcount

© Mg APhOsSHL0.Oalm-Death A Wet e S sV AlLS el e rae

= Vendoc's Guitde 10 Dolng Dusiness

Gmall Buainess Enterpriees
order 10 ety and Umsly process payments, 81 vencors providng 2000s Of seraies 1o Palm Beac»

| MY LS S registavad Ihe0ugh WIS WSS requites bink veodor wfammanon inckadng. but not limtes The Palm Seadh Coway Bodrd of County
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https://pbcvssp.co.palm-beach.fl.us/webapp/vssp/AltSelfService

Note: Certified Browsers include: Internet Explorer, MS Edge, Android, FireFox, iOS. DO NOT USE
Google Chrome.

Vendor Self Service (VSS) Homepage

CGl Advantage

/ g{"'z"%\, Welcome to Palm Beach County's Vendor Self-Service (VSS) Registration System

i

-/ |, o,

3
Business Opportunities: Construction & Ne of Busi Public Access to Business Opportunities.
:

Financial iew by ster Agreements
Vendor Account Maintenance: Addresses, Contacts; Commodity Code Selections (Vendors must select NIGP Commodity Codes for the good(s) L Y fide i tificatic f busi ti Conty.) PBC Vendor Directory
e DO e e SNIBE Corcaton proceas > - erPise (SMMEE = e = i busness Wit P Beach County. ALL vendors musbe - |Navigaing Solchatons i VSS

For bestustzaton o the VSS Regisrain System, plssse ensirs po-up blockes e caabled andyou e using one of the followng cordlled browsers: Intemet Exporr,Frfox, Microsoh Edge, Safa, 105, or Android Plessa DO NOT USE Gaogle Chome fo compiete
Vendor Registration.

For assistance in registering. please use the guide you through i 1fyou are a current vendor, but have not aciivated your VSS account. VSS Activate £ User Guide to complete y
‘account activation

M you need further assistance, or have quesions, Palm Beach County VSS Assistance is available Monday through Friday, 8 00am-5 00pm EST and can be reached by calling (561) 616-6800 or email at PECVendoc@pbegov org
Thank you for your interest in doing business with Palm Beach County. We look forward to working with you

Announcements User Guides and Forms

05042020 Click on a form below to either save it o your desklop or open itin Adobe.
A"EN“UN VENDORS: Due to the Local State of Emﬂ&cn:y updates made to Vendor Self-Service Accounts will not be processed
May 18, 2020. We apologize for any inconvenience this may cause
OuzmD m
ATTENTION VENDORS - S Quick Reference Guide for Solictations

Beginning February 3, 2020, ALL Vendors are REQUIRED to enter the following information when registering and/or modifying thelr
VSS Account (1) attach a current, signed W-9 IRS Tax form, OR If you are a foreign vendor, a current, signed W- IRS Tax Form; and .
(2) 04 he Commodiy Code() esociled vih he goods o sandces your ongantzaton prodes G G

EFT/ACH Information: If you would ike to set up or update your EFT/ACH Information, please contact The ACH Onboardingteam via . 8BEN
‘email at pbepaymentmgr@mypaimbeachclerk com to complete the EFT/ACH enrolment. Further questions or concems regarding
EFT/ACH should also be directed to said email. w-amy
View Al Announcements
WEEXP
W-8ECI
W-BBEN-E
Commodity Service Code Baok 25th Edition
Access forms

CGl Advantage

‘g@ Memorandum of Agreement

’tomr 4

In order to register as a vendor with Paim Beach County ("County”), you must accept the terms of this Memorandum of Agreement. If you choose not to accept these terms and not register as a vendor with the County, you will be

Welcome, New refumed fo the Home Page where you can view all County Socitaions by cliciing on “Public ACcess™
By submiting his electronic vendor fegistration. you certty and warmant that you are duly authorized, 10" ) fegister as a Vendor with the County: (1) provide allof he vendor information requested: and (W) enter nto this
Memorandum of Agreement. By submittng this electronic vendor registration, you hereby agree:
1. To contmually update your vendor registration information as necessary to ensure that the information remans accurate and complete at all times.
2. To provide accurate, complete and current vendor information that can be conclusively relied upon by the County. even f different information Is or has been available to or recewved by the County through means other than VSS.
3. That this Memorandum Agreement shallremain i effect for as fong as you are 3 "registered vendor” withthe Counly and are in good standing
4. o review the Privacy Report ik abova regardng your vendor rogisration information
5. In order of County business you MUST (1) click on Commodities under the Account Information tab and enter the commodity numbers for ALL the goods and services
hat you would like 1o recesve notification of County business opportunities/solicitations related thereto . AND (2) click on Procurement Address and Contact information under Addresses & Contacts (also located under the Account
Information tab) and verity that the email a00ress is current and correct If both of these (1) and (2) above are not compieted and updated whenever you have upon a change in vendor informabon. you will not receive upcoming
notifications of County business opportunites/ sohcitations of updates peraining to same

e
Q. What information do | need when | register in VSS?
Please gather the following information PRIOR to beginning the Registration Process:

e Business Location Information
e Tax ID Number (EIN, SSN, ITIN or ATIN)
e W-9Form
e ALL Vendors registering in VSS MUST attach a current, complete and signed W-9 Form in order
to submit their registration for approval.
e Legal Business Name (as stated on IRS Documentation)
e Contact Information
e« Commodity Codes for good(s) or service(s)
o Palm Beach County uses NIGP Commodity Codes
o ALL Vendors registering in VSS MUST add at least one (1) Commodity Code to their
Vendor Registration Account in order to submit their registration for approval
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Registration Tips

Airady fegisternd T CHE [t 10 1sgin. Oerwine, Cich Mest 1 contiiin.

Assanbia e Mooy HAEN LAEE WERIRING &5 3 MW #0000 O SINGINY YOU VDN (FSTaNN Fccourt
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« Tax D Numtes (BN, S3N T o ATINI
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= Ay rusvber fauwd by Dun & Sradehmt b wach tusmiss iecabon
Cat 10l e 31 B38.614- 1435 ) conmAnty peur DUNS sumter
Incale 1331 ow B S0 DETrenE WER 3 Gowmiant scity
Orfact AUTLABCO) [Parve. @3CHts, arralh. (yaee abd Tac) For EACH Wt butiew Scauvisss Mecters:
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- Oniwerg

Pasmert
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+ Crmmmety Caom 13t yout poaes of teevices

Q. How do | find out if | am already registered in VSS?

You can follow the prompts displayed below to check and see if you are already registered with Palm

Beach County as a Vendor.

Search for an Existing Account X 1}
)
Search for an Existing Account/Results Not Found | )

P et | Comtect iy

@‘:‘ Search for an Existing Account/Results Found Cancel agurunon | Boch |

Cancel Rogiraton | _Back

ot wiep.
sance o Paim Baach Cousty Frday, 400 5:000m €51 by caming 541.416.6000

Q. How do I check if my user information is correct in VSS?

All new and existing vendors should ensure their user information is correct.
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261 Advantage L ching Wbt JLOEBO Wbt PO Vondo Dince

= rhc fowart | Contactiln

@ My User Information
/l Piease DO NOT User D

-
o —— P 4

Ol st
“User 10 (case semsaiee) : Propertybanager |

vty st ot

e (User 10 shouk be betwoen 2 and 36 chsactars  engh |
- “Frst Name  Jane

“Last Name : [Don '

“Emes - sgarcedsenanoipbeoo

R omtr Emat  sgaccedsemrano@pbege

‘ “Phome :[561616-68% ]
ORI

CGl Advantage Purchasing Website J OEBO Website J| PBC Vendor Directory
= )

Privacy Report | Contactus
Verify Email Address

.-
" . y your ¥ ¥

Welcome, New. your add the PBCV
B user infoemation: After clicking
ClVacty a0 Submit
Roge
Additional Resources & Information:
" Asy ¥
1t there are errors:
o

the page.

. step.
¥ you seed hrther asslnisnce, or have qusstons, Pelm Beach Cousty VSS Assietance s avalsle Monday Fridey,8:008m. 5:005m EST by caling 561616.6000
‘o email at PBCVendor@pbegov.org.

Once you verify your email address you will received the notice below:
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Thank You!

A verification email was sent to you. Please print page for your records.

1. Open the email
2. Click the link provided in the email

Cannot click the link in the email?

1. Copy the link from the email
2. Paste it into your browser

Have not received a Verification Email?

1. Login to VSS as an Activated User using your User ID and Password
2. Correct your email address and click Next
3. Click Next again to verify your email address

The email you will receive will read as follows:

I \Wed 217/2021 3:22 PM
i \ll

"&’*ff“’ﬂ'ﬁ PBCVendor@pbcgov.org

; Il ADVMAIL: VERIFY YOUR PALM BEACH COUNTY (PBC) VENDOR SELF SERVICE (VSS) EMAIL ADDRESS

To Stacey Garced-Serrano M.

Jane Doe:

By clicking the link below, you are verifying the email address that you have created for your Palm Beach County (PBC) Vendor Self
Service (VSS) 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.

https://pbecvsspr311.co.palm-beach.fl.us/webapp/vsspr/AltSelfService?EmailToken=00058052080800013987

Thank You.

Please use this link to log on to VSS portal once you have verified your email address with the link above and completed your
registration.
httns:/ /nhevssn.co.nalm-heach.fl.us/wehann/vssn/AltSelfService
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Q. How do | log in to my VSS account?

Follow the prompts displayed below to log in to your account:

! Purchasing Website || OEBO Website Jil PBC Vendor Directory i

To continue registration, enter your User ID and Password.

User ID |PropertyManager |
Password|eeeoes| |

Login I

New Account Registration

—_—
5 Advantage

SR e | e
e ) e

[
s - T Ty
. o ™ e
i st e o Be g SSN @ (TN O ATV
T —
PR | o et o s Yt 3
LT, 10t e s e T
Compem sy aND

Step 2 Business Information

——

Prtacy Beant | Contectun

8\ Step 2 My Business information Sove and Cows | Cance Rogisration | ach | st |
{n 5
. s s o

* Location Verification

L2, f S— —
W At “Verify My Locations by : Use My T Number v
e B The Desow Serds are required only £ you sedected “Create My Own® above:
o Vendor Basedon:[

[ r— Vandor Verification Password -
Eimgbhitia iy Confirm Verification Password : |

 Organtzation Information

Tyve: [ Changs Forwgn Tax 10
PO — ol T o v e o o Yy oy et
£ — 1 o o 4 Vi e ity bt

- Clasaibcanon - tohical v U e ot on
Cocation Name
Locason Web Address A My
LESTr— v CAGE Code.
Anovast o cme. v o
W Form v
ouns
P s e
Extended DUNS
gt smare
Intoenet C ataiog
P ke 10 0 e
Preterted Ovdering Moo v

Peard Accaptance Leved v

Ple33e nOte Tat 1 r9CVS PIYMeNt. the Vendor's name that 3ppears on invoices delivered 10 the Finance department must be IGenteal 1o the Vendor's Legal Name and/or, f applicable. 13 DBATFICODOUS Name tat 13 reflected in the V5$ System
* Lagal Name Intormation
st o Jana “Lant Mo [Dow

Wamne on Chack : Lugal Name v
Vi Mo Fhrsness Nama Aas 064
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- 1093 TN Information

e o 1w T et o e o e et Taxpayer 10 Number :[DUBZ1ZH
Crmate Taxpayes 1D Number : [ Taspayer 10 Mumber Type | SSMTTRGATIG Dwtaied T Type : (S50
o-anter Taxpayer 1D Mamber : 1099 Reportable - Yes

= Lugal [1099) Address information
Pl 00 HOT ctutn St B = pem s

Stvwet 1: (50 5 Miltary Trad

s ctrens o b e S e 3 St

oy : [Wast Paim Boach
*State Prowince : Florcda ~
“Zposta Coe : 13415

= Exscutive Compansation
Omcer Wamme 1

Omcer Compensaton 1
Offices Mame 2: Offcer Compensabon 2
Offics Masme 3: Offcer Compensabon 3
O e 4: Omcer Compeasaten 1
Offices Mame 5: Ot Compensabon 5

v 1m0 oo |_Concet magenmranon | o | e |

CGI Advantage (0£50 websie

Privacy Report | Contact Us

You have 1 messages

1: Error : The address entered was modified to meet postal standards. Select either the Original Address or the Corrected Address below to continue. (A5447)
View All Details | Submit Question |

Select Original or Corrected Address

* Lagal (1099) Address Information

Please DO NOT include Building or ogal M your Legal Address includes a Sute, Buiking of Ap this, be entered later process Comected m:-u'
Onginal Address ] Select Address.
[7] Seloct Address Street 1 : 505 Miltary Trl
*Stroet 1:[50 S Military Trail ] City : [West Paim Beach
“City : [West Palm Beach | State/ Province : [Florida
“State/ Province : Florida v Zip/Postal Code : |33415-3132
“Zip/Postal Code : 13415

Answer Address Information Questionnaire

ICGI Advantage [Purshacing Wb JOEBO Webeie J{POC Vondor Orvesey J

Ot hewees | Somtect iy

B 402 Butiness Locanon - Aseress Informston Guetbonnare Save oot Chone | Camcet Regwaton | | et |
¢ o Preane erter P Cowwg hrTaton s Adrrnd e v oereg Faymert wd PRleg saversen
=  Logel Addeoss tnbormation
o e Jome. Adyens 505 Matary T
o e A ;;r -
e ZpPusts Cote IMWSNR
Dlnatnnes & Commes
Sl < Adtrss Quesions
g No
P s e HODEE Kl Mve b i Y 8% e Npm o 333701 (AGEuSt stive. (vdering Peymest or Mgl . Yes
~
e, e ow
No
Do - a0t Ordermg Payment. or e ® Y
Sove nd Cione | Comcn Regmiranon | o | et |
Step 3: Address and Contacts
Complete the following:
GGl Advantage [Purcrssng websre J[0£B0 Weosre P55 Vendor Devcir
L pr—p—
< 3 Step 3- Asaresses 3na Contacts Sove and e | Cancel Regrstation | Back | mest |
S - Ty
R e = = e e
2 e At & “Ovtenng
Py S e
Daatesses & Contmns e

 Biing “Tatereg 8 Gifieg ASess 8 Gona Pt uachech Bes bos prie 1o Chchimg Weal f you weoekd greder 1 enter 3 Bl ASSvas o 4 ket
« Address lnsormation

*Sweet1:/50 S Miltary T4
pr— (.

ZpPostal Cote : 134153132

Counary : Unted States 2
County -
- -
e
AdsEcnu Asaress it
Orviasce Deparmment
ouns
Exmended DUNS.
CAGE Cose
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Enghah Sgoken .

= e

Save ami Cione | C

If you receive this error message it is because the address you entered does not match the postal
standards. Select either the Original Address or the Corrected Address to continue. See screenshot

below.

CGI Advanta Q ing Website I OEBO Website Il PBC | sory |

You have 1 messages

View Al Details | Submmit Question
Save and Chose | Cancel Regisuration | Back | Next

Step 3: Addresses and Contacts

el {
E o o
PR D

suvt 2: [SRAT0
oy : et Paim Beach

StateProvece  [Flonda
ZipPostal Cose - [FATE3132
[iSA

, 616166836 £xt

CGI Advantage Purchasing Website J{OEBO Website J{PBC Vendor Directory J
;e"“"',‘ Step 4: Additional Business Information Save and Close | Cancel Ragitraion | Back | wext |
[S—
Commodmes
Add
o Cons | Cance Mgt | o | o |

Below are screenshots of sample W-9 forms, highlighting the information you need to register as a

vendor.
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Pt Privacy Report | ContactUs
e %) Add Attachment Files
2
\e ./
&oﬂf 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 10.0MB.
Weicome, Jane (
File 1: H\W-9\Sample W9 - Individual_with Info pdf Browse ttachment Type : Standard V| Description :
File 2: Browse Attachment Type : Standard V| Description :
File 3: Browse Attachment Type : | Standard V| Description :
File 4: Browse Attachment Type : Standard V| Description :
File 5: Browse Attachment Type : Standard V| Description :
Attach File | Cancel I
| EEpE T G i)
= ey Sewert | Comtactis
l@ Step 4: Additional Business Information Save and Close | Cancel Regrstranion | Back | wext
Some
Anachments
[r———
T e et 48 3 et 4 o g e e e e, A B 4 5 o 5 o
e At v
[T, g
W Aamesnes & Commers _I
i [EX T Oatc User 10 Attachment Type Descrptoen
] Samute ) nhvtet w w2 amm overt Uanaze Simere e
Commoaies
1)
Commeaty Sernce Cose  Commosmy Descrpvon
Sove and Chone | Canced Regivranion | Bach | est

Below is the screenshot of the Commodity Code Selection where you can check off all of the codes that
apply to your business/organization.

You must make sure to check off Code 97164 Residential Space Rental or Lease. See below.
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Commodity Description :

Grant:[ v/

Commodity Description Commodrty Sernice Code

ABRASIVES 00500
(] Abrasive Equipment and Tools o005

Abrasives. Coated Clofh, Fibes, Sandpaper, ek 00514
[ Awasives. Sangolastog, Metal o0s21

Abrasies. Sandolastig (Other than Metal) o0s28
[ Abrasives, Soh Wheels, Stones, etc oosez

Abraswes. Tumbling (Wheel) 00556
[ Gendng and Poisting Compounds. Caronndum, Diamood, elc 00563
7] Pumce Sione s70

Recycied Abcasives Products and Suppies 00575
First Prev Next Last

_OK | _Cancel

CGl Advantage

Privacy Report | Contact Us

‘gﬁe"‘; Choose
.\'0.-_-9 4

Weicome, Jane

et 300ve e Commocity Sarvoe Code fe o gemerate search rescts Cick e ‘Chackbases” nest © e Commody Codes Bt seply
Nove reviewed 34 Sach resos. and have cickad 3 “ChackSomes” FerBRNg 5 yOuE GrIEIoN. ek the K butoe 1 28 e

Commodity/Service Code : *97164"
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ALMOST DONE!! Check your Registration Summary to ensure everything is correct. Update information
if needed.
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Click Submit Registration when you are done.
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Review the VSS Disclaimer

—

| hereby certify under penalty of perjury as follows that | am a
duly appointed, qualified and acting officer; that the within
claim is in all respects true, correct, and in accordance with
law; that the services mentioned herein were actually
rendered and supplies delivered to the state agency in
accordance with the contract and law; that authorizations for
purchases have been duly obtained wherever required and
that amounts claimed and articles delivered comply therewith;
that the amounts of any refunds to claimants indicated herein
were received from such claimants by the herein named
agency in excess of that legally due it under the law, or are
otherwise lawfully due such claimants.
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Print a copy of your proof of registration so that you have your Vendor Code easily accessible.

CGI Advantage
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Welcome, Jane

Privacy Report | Contact Us
Thank You!

Congratulations, you have completed the registration process. You may login to VSS using the User ID and Password you created. **ATTN VENDORS™ THE .PDF VERSION OF YOUR
REGISTRATION IS AVAILABLE. YOU MUST PRINT A COPY TO SUBMIT VIA EMAIL AT THIS TIME

Your Vendor Code is: VS0000018205
*Please save your Vendor Code for future reference

Password Reset | _Print This Page

You must submit the following to Purchasing via email to PBCVendor@pbcgov.org before your registration will be approved: W-9 (signed), W-8 (If applicable, see welcome page for Foreign
Vendors), and Vendor Registration Application”

mmmmmmmmm

Click the link above to print the Substitute W-9 Certification form. Sign the form and mail or fax it to the address or fax number indicated on the form

m Vendor Registration Application
A pat version of your registration application is avallable. You may want to print or save a copy of this document for your reference.

You may login to your VSS account to view and/or update your account information. Click here to login

You will receive an email verifying your registration submission.
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ADVMAIL: YOUR REQUEST FOR VENDOR SELF SERVICE (VSS) REGISTRATION HAS BEEN RECEIVED

O we

Jane Doe:

Congratulanons[you have successfully submitted a request for regls(ranon]m Palm Beach County (PBC) Vendor Self
Service (VSS).

Here are some details about your Vendor Self Service (VSS) account:
Your User ID (case sensitive) is: PropertyManager
Your Legal Business Name is: Jane Doe

Your Vendor/Customer is: V50000018205

If you have questions, please contact Palm Beach County Purchasing Department at PBCVendor@pbcgov.org.

The VSS system updates 3 times a day. The sync cycles are displayed below.

» 7:00AM Sync Cycle
» ALL VSS REGISTRATIONS SUBMITTED between 4:00pm-7:00am
* Vendor Account is accessible in Advantage after 7:30am

* 12:00PM Sync Cycle
» ALL VSS REGISTRATIONS SUBMITTED between 7:00am-12:00pm
* Vendor Account is accessible in Advantage after 12:30pm

* 4:.00PM Sync Cycle
* ALL VSS REGISTRATIONS SUBMITTED between 12:00pm-4:00pm
» Vendor Account is accessible in Advantage after 4:30pm

Once your submission is processed you will receive another email verifying that you are registered.

ADVMAIL: YOUR REQUEST FOR VENDOR SELF SERVICE (VSS) REGISTRATION HAS BEEN RECEIVEI

Jane Doe:

Congratulations of Palm Beach County (PBC) Vendor Self Service (VSS).

Here are some details about your Vendor Self Service (VSS) account:
Your User ID (case sensitive) is: PropertyManager

Your Headquarter Account Legal Name is: Jane Doe

Your Headquarters Account Code is: VS0000018205

Your Vendor/Customer is: VS0000018205

Your Location Name is:

If you have questions, please contact Palm Beach County Purchasing Department at
PBCVendor@pbcgov.org.

Q. | have a question regarding my VSS registration. Who do | contact for assistance?

If you have questions please email PBCLandlord@pbcgov.org or call our Call Centre at (561) 355-4792.
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TIPS & REMINDERS for VSS Registration:

1. Google Chrome is NOT a certified browser for vendors to use while registering. Please use one
of the following browsers to register: Internet Explorer, Microsoft Edge, FireFox, iOS or Android

2. Commodity Code 97164 — Residential Space Rental or Lease is to be used by ALL landlords
and/or property managers during the vendor registration process.

3. A current, complete, signed/dated IRS W-9 form to register as a vendor with Palm Beach
County. In addition, the information on the IRS W-9 form must exactly match the information as entered
in the vendor registration application.

4, Review the information entered to ensure it is correct PRIOR to submitting their registration.
5. Vendor Self-Service Sync Cycles

a. 7:00am — ALL VSS Registrations Submitted between 4:00pm-7:00am

b. 12:00pm — ALL VSS Registration Submitted between 7:00am-12:00pm

C. 4:00pm — ALL VSS Registrations Submitted between 12:00pm-4:00pm
6. New Registration User Guide is your guide, and the vendor’s guide, through the registration
process.

Issued 3.30.21



