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Introduction 

The State of Michigan (SOM) Vendor Self Service System (VSS) allows you, as a 
vendor/grantee or payee to manage your account information, view and create financial 
transactions, including payments and Procurement Business Opportunities.  (For 
detailed information on the SIGMA VSS Grantee functionality, please see the State of 
Michigan Grantee User Guide shown on the SIGMA VSS Home Page.) 

This VSS training guide provides detailed instructions for registering a new account and 
modifying your existing account. 

(Note: State of Michigan existing vendors should refer to the State of Michigan Vendor 
Self Service (VSS) Existing Account Activation guide for user instructions.) 

Key Information 

 
 

 

    
   

   
     

    

       
  

  
   

 

 

  

     
   

 
    

   
   

 
  

  

• To avoid browser compatibility issues, SIGMA VSS is best viewed with Internet 
Explorer 11 and Firefox 3.5 or 3.6. Please disable your pop-up blocker in order to 
access all parts of the site. Watch for browser updates in the Announcements 
section of the VSS Home Page. 

• Within the various SIGMA VSS pages Frequently Asked Questions (FAQs) links 
are available to provide additional user information. These are located on the left 
side column of the application as a link to select. When navigating from one tab 
to another the frequently asked questions will update to correspond to the page 
being viewed. 
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Section 1: Register New Vendor Account 

 
 

 

   

     

 

     
        

 

 

Step 1.1 Select Register to create new account. 

Step 1.2 Review Memorandum of Agreement information and select Accept Terms to 
accept the agreement or Reject Terms to reject the agreement. 

VSS returns to VSS Home page when Reject Terms is selected. 
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Step 1.3 Select Next to continue or Back to return to previous screen. 

Step 1.4 Use either of the two (2) fields under Company Search or Individual Search 
to enter your information. (This step will let you know if you are already registered.) 

Step 1.5 Select Search to search for an Existing Account. 
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If no results are found, continue on to Step 1.6.  (If results are found, continue to 
Sections 2 - 6 of this guide and follow steps for viewing and modifying your existing 
account.) 
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Step 1.6 Select New Registration to begin registration. 

Step 1.7 Enter User Information in General Information.  Required fields are marked 
with an asterisk symbol: 
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Step 1.8 Enter your Password and security question information in the Password 
section. 

Passwords must be between 8 and 16 characters.  Password must contain a number, 
an upper case letter, a lower case letter and one of the following symbols: @ $ # %. 
The password cannot contain the User ID and it cannot contain the word password. 

Step 1.9 Select Next to continue. 

Verify Email Address is correct. 

Step 1.10 Select Next. 
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Step 1.11 Select Close Browser. 

Your registration is started but your account is not active yet. 
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1.1: Verify Your Personal Email Address 

 
 

  

   
 

  

       

   

 

  

 

  

 

  

 

VSS sends a verification email to the email account entered in Step 1.7. A message 
similar to the message shown below will appear in your Inbox.  Follow the instructions 
as shown below to access VSS. 

Step 1.1.1 Access your email account entered in Step 1.7. 

Step 1.1.2 Select the link to access VSS. 

VSS transitions to the SIGMA Vendor Self Service Login Screen. 

Step 1.1.3 Enter your User ID and Password. 

Step 1.1.4 Select Login. 

VSS transitions to the VSS New Account screen. 
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1.2: Complete New Vendor Account Information 

 
 

   

   
    

 
   

 

    
   

  

  

 

 

 

 

The Add Business Location – New Account Registration section is used to enter your 
Tax Identification Number (TIN) Type and Business Classification information. 

Enter required New Account information for Tax Identification Number (TIN) Type or 
EIN and Classification in the New Account Information section. (Please Note: EIN Type 
and Corporation Classification are used as an example in this guide.) 

Step 1.2.1 Select the appropriate TIN Type option. (If the first option is selected, also 
select SSN, ITIN, or ATIN below it.) 

Step 1.2.2 Select the appropriate Classification Type. 

VSS will close or place a check mark in the box as you complete each section. 
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VSS defaults to No option for non-Healthcare Providers. 

Step 1.2.3 If Healthcare Provider, select Yes and continue. 

Step 1.2.4 Select Next to continue. 

VSS continues to the My Business Information section. 

My Business Information section is used to enter your Location Verification and 
Organization Information. 

Note: Some of the fields are pre-populated from questions you previously answered. 

Step 1.2.5 Enter information for Vendor Verification Based on; Vendor Verification 
Password; Confirm Verification Password fields. 

Use of word “Password” is used as an example in “Verification Based On” field.  Vendor 
may enter any word or text of choice in the “Verification Based On” field. 

Healthcare Provider Instructions: 

Step 1.2.5.1 Enter National Provider Information (NPI) in the National Provider ID field. 
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Step 1.2.6 Enter your Legal Name; 1099 TIN; and Legal Address Information in the 
required fields (red asterisk symbol). 

Note: Some of the fields are pre-populated from questions you previously answered. 

The EFT (Electronic Funds Transfer) section is used to enter your banking information. 

Step 1.2.7 Enter bank’s ABA Number, Select Account Type and Enter your Account 
Number. 
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Healthcare Provider EFT Enrollment Instructions: 

Step 1.2.7.1 Enter Financial Institution Information. 

Step 1.2.7.2 Select appropriate Account Number Linkage to Provider Identifier. 
Example: Provider Tax Identification Number (TIN) 

Step 1.2.8 Select Next. 
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VSS validates the address entered against an external database of valid postal code 
standards.  A Postal Code Standards message is presented at the top of the screen. 
The system defaults to the Corrected Address as shown by the check mark.  You have 
the option to use the Original Address as entered or accept the Corrected Address 
option. 

Step 1.2.9 After choosing correct address, select Next to continue. 
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Step 1.2.10 Select Yes or No to respond to the three questions on the Address 
Information Questionnaire screen. 

Step 1.2.11 Select Next. 
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VSS transitions to the Addresses & Contacts section. 

Step 1.2.12 Read the user instructions at the top of the screen carefully before 
continuing with entering your Address and Contacts information. 

Step 1.2.13 Enter phone number in the Phone field in Address Information section. 
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Step 1.2.14 Enter required information for Principal Contact and Phone.  Email address 
is not required, but preferred. 

Step 1.2.15 Select Next. 
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The Additional Business Section is used to Add information for Attachments, 
Commodities, Business Types and Service Areas. 

Step 1.2.16 Select Add to add commodities to your account. Adding commodities to 
your account gives you the ability to receive email notifications regarding State of 
Michigan Business and Grant Opportunities. (See SIGMA VSS Grantee User Guide for 
more information related to grant commodity codes.) 
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VSS displays screen for selecting commodity code types. 

For a Quick Search of the Commodity page, you may use the asterisk symbol before 
and after at least one or two words that describe your commodity type.  (Example: 
*printing services*)  

Step 1.2.17 Enter your commodity description in Commodity Description field. 

Step 1.2.18 Select Browse. 

VSS returns results for Printing Services. 
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Step 1.2.19 Select (check mark) any commodities for which you would like to receive 
email notifications regarding State of Michigan Business and Grant Opportunities. 

Step 1.2.20 Select OK. 

21 



VSS adds selected commodity to Additional Business Information section. Instructions 
for adding Business Type and Service Areas to your account are covered in Section 2 – 
View and Modify Account Information. 

Step 1.2.21 Select Next to continue. 

 
 

     
   

 

    

 

 VSS transitions to Registration Summary Screen. 
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Use the vertical scroll bar to review the information. The Update Information links on 
the right hand side can be used to edit/change your information before completing the 
registration. 

Step 1.2.22 Select Submit Registration to complete and submit the online vendor 
registration form. 
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The IRS Perjury Statement popup appears. 

1.2.23 Review the IRS W-9 Perjury Statement. 

1.2.24 Select OK to continue. 

The VSS EFT Perjury Statement popup appears. 
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Step 1.2.25 Review the EFT Perjury Statement. 

Step 1.2.26 Select OK to continue. 

The VSS Thank You! page appears. 

1.2.27 Keep a record of your new Vendor Customer ID.  (Ex: VS0001058). 

1.2.28 Download your Substitute W-9 form for your record. 

1.2.29 Select Print this Page to print hard copy of your registration form. 

1.2.30 Select the red X to close the Browser. 
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