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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

e 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 (FAQSs) 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.




Section 1: Register New Vendor Account

Step 1.1 Select Register to create new account.
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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.
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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.)




Step 1.6 Select New Registration to begin registration.
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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.
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“Re-gnter Password
* Security Queston : v
" Security Answer (Case sensitive)
‘Rt-gnter Secunty Anywer
PACIEs 3 requned feid

Additionsl Resources. & information:

* A3 you complete esch step and move to the next step, the system will check for ermors.
O there are emoes:
+ A notifscation message will be displayed at the 1op of the page.
= You must comect the efmors indicated before contmumg 10 Thir next shep.
« Addimonal Heip can be found in the Frequently Asked Questbons accessibie from the lefl hand navigation bar,

Verify Email Address is correct.

Step 1.10 Select Next.
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Step 1.11 Select Close Browser.
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Thank You!
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Your registration is started but your account is not active yet.




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.

From: DO _NOT REPLY MICHIGAN VSS@SIGMA-PROD-VSS.MICHIGAN.GOV <DO NOT REPLY MICHIGAN VSS@SIGMA-PROD-VSS.MICHIGAN.GOV>
Sent: Wednesday, June 7, 2017 10:12AM

To:

Subject: SIGMA PROD V55: VERIFY YOUR STATE OF MICHIGAN VENDOR SELF SERVICE (SOM VS5) EMAIL ADDRESS.

Brandon Martin

By clicking the link below, you are verifying the email sddress that you have created for your State of Michigan Vendor Self Service (SOM V5S) user information. This email address will be used as 8 primary method of correspondence

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

if you have questions, please contact the State of Michigan VS5 (SOM VS5) Support Center at DMB-Vendor@michigan gov or 1-888-734-9749,

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.

% SIGMA Vendor Self Service sw michigan gov ¥t mchgan gov mconTactccanectO ASH1. 226 50588 60wl ‘o michogan gow micontractconnect

3 Login
L

To continue registration, enter your User D and Password

Pawnurd_._ ]
_Login | e

Help | Contact |8

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.

FISIGMA Vendor Self Service s michigan gov ww michigan o micontractconnect8.4541,1.226 80858 - 00 himl wrw.michigan govimicontracteanaect
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[0 Addtonal Busness ;

Irfoemation -

() 1l use my entty's Empioyer identfication Number (EIN]

[ Regestration Summary i
(L) 1 donothave any of e above forms of Tapayer entificaion

AND

v Classification e

| plan b do busingss using the following classificabons. Plaase seliedt onfy one

Select  Classification
0 Individua
Sobe Proprietor

Parinershg

Nonfesdent Aen
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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.

| FSIGMA Vendor Self Service Ve mchgan gov g 045417225 50558 0. bom| . mic hugan gay miconazaneet

Privacy Report | Contactus

Welcome, Lawson

OR
» Question ¢

1 jou reed BSEStance Select e Submil Quastion bulion 10 5604 43 your question

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.

12
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KASIGMA Vendor Self Service T g
Privacy Report | Contact Us
Ry
) ) Step 2: My Business information seve st || crcamremon | e | nest | A

Please enter the general information below, Fislds
with a red asterisk ") indicate required fields. Some of the felds are populated with data gathered from the GUESDONS you previcusly answered. Piease review all information carefully before proceeding

Shsiooons, Lawsco You must select the Save and Close prior 1o exiting. If you do not, you will have to re-enter all data again
«» Location Verification

“Wartfy My Locations ty - |

Vendor Verfication Based on

Vindor Verficanon Pavsword

Conbim Verdficabon Password - ssssssssssse

« Organization Information

‘Organization Type Chunge Foregn Tax 1D :

Classificaton ;| Corporation b

Maticesst Provides ID
Location Name
Assigning Authorty :
Locabon Web Address
CAGE Code : b
Mumber of Employees : v
O £ b TU—

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.

L SIGMA Vendor Self Service i 04~ 19 b e g gevireent icomer!
. Prvacy Regont | ContactUs
oy
N « Legal Name Information e

Lol Wama o0 W3- | wson Woodward Ewinens Kame (Aan0EA) || awson Woodward Prn Warms 64 Chaci v

« 1099 TIN Information e

» EFT Information

ABA Nurite:

Recosst Mumter | 44445555 77777 <

Bautog © Wamder
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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 ldentification Number (TIN)

Privacy Report | Contact Us
Health Care Provider EF T Enrolimen

v Provider Information
Welcome, Health

Provider Name : Health Test

v Provider Identifiers Information

2 New Account Info. Provider Federal Tax Identification Number (TIN)

DW Business Info. or Employee Identificabon Number (EIN) : 555444333 Nationa! Provider Identifier (NPY) : 5476543210

[ Addresses & Contacts

[ Additional Business v Financial Institution Information @
Information

[ Repisiraion Summary Financial Institution Name : /(011000015 m
FEDERAL RESERVE BANK
Financial Institution Routing Number : | 123444555
Type of Account at Financial Institution : | Checking v
Provider's Account Number with Financial Institution : 444555666

ROTE We are requred by Federnl lsw o capture ths momston

Account Number Linkage to Provider identifier :| Provider Tax Identification Number (TIN) v e

v Submission Information

Reason for Submission ; v Authorized Signature - Electronic Signature of Person Submitting Envollment : J
r.

Step 1.2.8 Select Next.
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« EFT Information

ojoo

ot e | ot | | e |

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.

15




| SIGMA Vendor Self Service e o s g

Prvacy Repont | ContactUs

N + 1099 TIN Information

crmnwmw-] la:puyerlDNmm:.:-?':'l'l:l'l'lﬁ'l
T Taxpayer ID Number Type : EN
Re-enter Taxpayer ID Number ] 1099 Reportabie : Yes
T » Legal (1099) Address Inform¥ign
O kostional Busmess
s Original Address Cortected Address
[].:.e;a:'y:o- Sumemary Sedoct Address W Select Address
"Sweet 1211901 Canal Avenue smu:lwm Canal Ave
“Ciy: |Lansing cay: Lansing
Sutel Province : | Michigan V| Suatel Province : W
“TipPostal Code:| 45022 Zisposta cose : [18022-0001
» EFT Information
| Find Account Number : 4444555577777

Routing 10 Number :
Account Type : | Checlang v

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.

16
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« Legal Address Information

Adzress 16T Canad A

« Address Questions

it (hdmevstratwe. Ordening, Paymest o Bilng)”

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.

17




Adanony Ladress Inky

The sams pddeess and
ddiress anformaton i opbonal I you 00 have Jeparate aodress and

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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SIGMA Vendor Se If Service www.michigan.gov www.michigan. govimicontraciconnect 4541, 7-225 50555 00 hami www michigan Jovimicontractconnect

Privacy Report | ContactUs

Step 4: Additional Business Information e e
Welcome, Lawson
Attachments
Add
File Name Date UserlD Attach Type D
Commodities

Commodity/Service Code  Commodity Description

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.

20




;,.':4' SIGMA Vendor Self Service www.michigan.gov www.michigan.govimicontraciconnect/0 4541,7-225-50558-,00.htmi www.michs imicontracteonnect

o, Privacy Report | ContactUs
LYY
= Choose

LT Select one or more commodity codes or classes that describes the goods and services that your organization provides by clicking the

checkbox next to the commodities you want to add To search for a specific commodity code, class, or, descriplion, enter a valid value in

Mﬁmﬁ the Commodity/Service code or Commodity Description search field and click the "Browse” link. Wildcard (") search capabilities are
Asked Questions available on the Commodity fields, please consult the online Help for details. Once your selection is made, click the "0k button to add

the selected commodities to your organization Click the "Cancel” button to cancel your changes and return to the Commodities page

Browse Clear

Commodity! Service Code :

Commodity Description : "PRINTING SERVICES" | e

Grant : W
Commeodity Description Commeodity/Service Code
Blue Printing Senvices: Biue Prints, Blue Line, Large Engine 96214
Electrostatic Printing Services 96627
Imprinting Services 96642

Licenses and Back Tags Printing Services (Hunling, Fishing, 96652
Print-On-Demand Printing Senvices (Including Print and Distr 96676

& Fingerprinting Services 99041

Frst Prev Next Last
_OK | cancel |

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.
I

= SIGMA Vendor Self Service ‘woww michigan pov 541722550458 00 Ml APy

Privacy Begort | ContactUs

Choose

Wiatcom. Lueson Select one or more commadity codes or classes that describes the goods and services that your olgam.atlon prov ides by clicking the checkbox next to the commodities you

. want o add To search for a specific commodity code. class. or. descriplion, enter a valid value in the C Service code or C dity Description search field and click
Wiew Frequenily the "Browse" link. Wildcard (*) search c flities are available on the C dity fields, please consult the onfine Help for details. Once \;'clur selection is made, click the “0k”
Asked Questions button 1o add the selected commodities to your orgam.ahr.m Click the "Cancel” button to cancel your changes and return to the Commodities page

Hrowse Can

Coemmaodaty! Service Code

Commodty Descrpson - | *PRINTING SERVICES®

Grant W
Commodity Description Commodity Service Code
Blue Printing Services Blue Prints, Blue Line. Large Engine 95214
||  Electrostabic Printing Sendces S662T
Imprinting Services 96642

[ Licenses and Back Tags Prinfing Senvices (Munling, Fishing, 96852
Prini-On-Demand Printing Services (Including Prind and Distr 98476
|y Fingerpanting Services #9041

il Cancel I
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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.

{ FLSIGMA Vendor Self Service W michigan gow worw.michigan, gov micontractconnect 0 4541,1.225 50558-..00 i waw michigan govimicontraciconnect
Privacy Report | ContactUs

ff:_ ) Step 4: Additional Business Information

Cancel Regra ston ‘ Bt

Welcome, Lawson

Attachments

File Name Date UserlID Attachment Type Description

Commodities

hdd |

Commodity/Service Code  Commodity Description

99041 Fingerprnting Senices & Delete

VSS transitions to Registration Summary Screen.
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date idormation fimk. This will navigate you back io the appropriate screen for you ta makie your change.

« Location Verification

Veedy By Locasteny by - Cram

Wendsr Verficsnon Bred oo

+ Organization Information

« 41040 TIN Infarmatian

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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Privecy Report | ComtactUs

» Attachments

Fide Name Date User ID Attachment Type Description

Brtem sccourt ot

By Busiress oo
B rssresses 8 Comtaenn

» Commodities

Service Code

04 Frigareetng Seroces

~ Business Types

Business Type 10 Number Start Date End Date Minority Type

+ Service Areas

Service Area Code Service Area Zone

hgdaseal Rrnsarces U informstan

= A} oy compiate aach 1aep bod Peive & Be faut 43ep, Ty pieem will G e ever,

The IRS Perjury Statement popup appears.

1.2.23 Review the IRS W-9 Perjury Statement.

1.2.24 Select OK to continue.

L SIGMA Vendor Self Service TSR0 v

Puvacy Atport | Comtact Uy

« Attachments

File Name Date User 10 Attschment Type Description

+ Commodities

Service Coda

» Business Types

Business Type ID Certfication Number Certfication Start |

» Service Areas

Service Area Code  Service Area Zone

—Asdtanal Rvescas b ntematen.

Ok Cancel

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.

#SIGMA Vendor Self Service p—— 3407 20330300 v pEp—

Welcome, Lawson

» Attachments

File Name Date UseriD Attachment Type Description

» Commodities

Service Code

+ Business Types

Business Type 10 Certification Number Certification Start €

» Service Areas

Service Area Code  Service Area Zone

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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