Prince William County Schools Vendor Self-Service Registration

Go to www.pwcs.edu/purchasing. Click on “Vendor Resources” then “Vendor Self Service for
Payment and Ordering”.

From the home page, click the “Sign Up” button.
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Click the Sign Up button to register a new vendor account, or find and activate your existing account already on file.

The Prince William County Public Schools Vendor Self Service allows you, as a payee/vendor, to manage your own account information, view your financial transactions and much more. Click on the Sign Up button to begin filling out an electronic

application to become a payee/vendor.
Employees of Prince William Public Schools are not permitted to register as a vendor.

Contact VSSAdministrator@pwcs.edu for assistance with your Vendor account.

Sign Up

Complete required fields with red asterisk (*). Once you’ve completed the Email field, a button will pop
up saying “Send Verification Code”. Click this button, check your email and copy and paste the
verification code into the “Email Verification Code” field. Check the box next to “l agree with User
Agreement Policy”. Click “Sign Up” at the top, right of the screen.
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“Required fields

“User D
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* First Name * Last Name * Phone Number
John Doe 7037910000

Fax Number * password * Confirm Password

Fair Password
* Security Question
Wwhatis your favorite color? v

* Security Answer * Confirm Security Answer *Email

vesadministrator@pwes edu

Send Verification Code

* Email Verification Code

1 agree with User Agreement Policy


http://www.pwcs.edu/purchasing

Click “Continue”.

Completed: User Sign Up

° Next Step: Search for your account in our existing vendor records.

Click Continue to proceed to a search page where you can verify whether you have an existing
account in our vendor records or whether you need to start a new registration. At this point, your

progress will be saved at every step and can easily be accessed by signing back in if you log off or
close your current session.

Select Individual or Company, depending on how you are doing business. This example is going to be a

Company. Enter your Taxpayer ldentification Number and your Legal Business Name, then click
“Search”.

Search for Existing Account

Cancel Registration

[E) To activate your account you must have 3 vendor code. This page will help you to determine whether or not you have one. You will not be able to create a new code if one already exists. I the account exists it will be designated s a company or individual based on the information you
previously provided

Please select one of the search

you y have a vendor code:

« For companies, if you have Employer Identfication Number(€IN), first search by your Taxpayer Identification Number(TIN) before searching by Legal Business Name
« For individuals, enter your Last name and the last four digits of your Social Security Number(SSN).
Search Type

Individual
(® Ccompany

Taxpayer identification Number

Legal Business Name
321123321
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If no records are found, scroll to the bottom of the page and click “New Registration”.

Search for Existing Account Cancel Registration
opececs Vewpurge ;% © < oo
Vendor Number Legal Business Name 3 Alias/DBA Name Activated

No Records Found

Has your account been found and listed above ?
« Yes, but it is already registered + Yes, but registration is already in progess
Please select "Contact your Administration” from

the three dot ellipse next 1o your account record
o determine who you need to contact for access

Please select "Continue Registration™
from the three dot ellipse next to your account record
to login and continue activate your account

+ Yes, but it is not yet registered + Yes, but not my business location
Please select "Activate your Account”

from the three dot ellipse nexi o your account record
10 initiate the process for activating your account

Flease select 'Add Business Location”
from the three dot ellipse next to your account record
10 add your business location

« Mo, register now

Please select “New Registration” button to create a
wendor code and account

Complete the required fields, as shown below and then click “Continue”.

Business Registration E B oo

[ ‘share with us basic information about your business. Based on the data you provide, additional fields and sections might be displayed so we can gather all the required information about your business

count Inf
* Organization Type * 1099 Classification * Taxpayer ID Number Type
company . Corporation v EIN -
Do you provide Healthcare, Legal or Title services? Taxpayer ID Number
Yes
@) no
~ Enter Taxpayer 1D Number * Re-enter Taxpayer ID Number * Company Name

PWCS vendor
Business Name (Alias/DBA) Name on Check

Legal Name

* Address. *city * State
123 Main St. Manassas VA B
* ZIP Code

20114




Complete required fields and any additional fields you would like to complete in the Primary Address
and Primary Contact sections, then click “Continue”.
o Oy~

* Requred fields
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Business Registration

Account Address | Business ) su
Information Information 3) Information N

(2] Flesse verify your business address snd contact informatien. You can update any of the below fiekds and If an adéress type or designated contact is different, please click on 1t and update with the latest information 8o we have aceurate informatien en file for your business.

* Street 1 Street2 ity
123 Main St Manassas

* State/Province *ZIP/Postal Code * Country

va 20110 United States
Fhone Phane Extension

7037910000

DUNS Extended DUNS
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Complete fields in the Organization Information section, if necessary (not required). You may register for
commodities by clicking “Find Commodity/Service Codes”, if desired (not required). You may select your
Business Types and Service Areas if desired (not required). A valid W-9 or W-8 is required and must be
attached using the “Add Attachments” button at the bottom of the page. Click “Continue”.
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* Required fields

Business Registration

Account Address Business Summary
Information Information Information Informatior

[E Provide any additional informatian about yaur business. The information you pravide here will ensure that your account will be reviewed and activated in a fimely manner and that we can accurately identify you for any potential business oppartunities published to the site.

Do you accept Peard? If so, please enter 'YES' ‘Are youa Disregarded Entity? If 5o, please enter VES' Foreign Tax ID

W-8 Form

- Select -

Register for Goods and Services you provide

Find Commodity/Service Codes

Add Types and Designations that apply to your

John Doe

&L o O

Business Registration

Register for Goods and Services you provide

Find Commadity/Service Codos

Add the Business Types and Designations that apply to your organization

Add Service Areas associated with your business

Add supporting documents and files for your account. A valld W- or W-8 is required 1o activate your registration. Upload this here.



Review your information on the Summary Information page and click “Submit Registration”.
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Business Registration e e

* Required fields

Account Address Busines: Summary
Information Informatior Information information

[3) Please review the below to verify all the information Is accurate and complete. Click the Submit Registration button to complete the registration process and c

Organization Type 1099 Classification Taxpayer 1D Number Type
Company Incorporated EIN

Do you provide Healthcare, Legal or Title services? Taxpayer ID Number Company Name

No 321123321 PWCS Vendor

Business Name (Alias/DBA) Name on Check

- Legal Name

Address. city State

123 Main St Manassas VA

ZIP Code

20110

Once registration has been completed, you’ll receive the following confirmation page. You may click the
link “Copy of Vendor Registration Application” to save or print a copy of your application.

Congratulations! ==

[ 1 of 1: Transaction submitted successfully

®c ions, you have the registration process. You may now login to Vendor Self-Service using the User ID and Password you just created

Your Vendor Code Is  vS000001496%
Please save your Vendor Code for future reference

The following registration forms are available for you .

=2 Copy of Vendor Registration Application
A pdf version of your registration application is available. You may want to print or save a copy of this document for your reference.

If you have any questions during the registration process, please email the VSS Administrator at
VSSAdministrator@pwcs.edu.
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