NEW VENDOR SELF SERVICE REGISTRATION GUIDE

.\.-.3"; How to register a NEW vendor account in Vendor Self Service:

.-.7

Access the CCPS Vendor Self Service portal: https://claytonschoolsgavendors.munisselfservice.com

1. Click on the arrow in the top-right corner. l
E] -

Clayton County Public Schools, GA Vendor Self Service
Home Wekamel

Vendor Self Sarvice

2. Click Register for a new account

" tyler identity
|dentify. Authenticate. Empower.

Sign in ta your account

Email

] Remember me

SIGN IN
) Register for a new account

Forgot password?

3. Enter your new account information and click Register

'-E:E-_. User Self-Service

CAMCEL REGISTER
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f’4. You will receive this confirmation message and go to your email message to complete the next step.
55?1

User Self-Service

Registration complete

Congratulations! You're reglstered.

One last step. Click the confirmation link sent to purchasingecpstest2(@gmail.com,

5. Sample message from Tyler:

[Tyler Identity] Account Created nbox

noreply@tylertech.com
tome «

You created an account with Tyler Identity.

Username: purchasingccpstest?@gmail.com
Please click here to confirm your email address:
Thanks!

Tyler Identity Administrator

6. After you have confirmed your email address, the following confirmation message
is presented.

User Self-Service

Email Confirmation

Thank you for confirming your email. Click here to signin.
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7. Proceed to sign in to your account.

¥ tyler identity

al [yier sal

|dentify. Authenticate. Empower.

Sign in to your account

IJI

purchasingccpstest2@gmail.com

Password

FREREERES

|:| Remember me

SIGN IN —
Register for a new account

Forgot password?

8. Once you are logged in, you should click on Create New Vendor

Welcome to Vendor Self Service

A

No vendor information is linked to your account.
In arder to fully use Viendor Self Senvice, please either
register 3 new vender or link to an existing vendor.

Create New Vendor OR Link to Existing
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9. Enter your vendor details by complete the required (red*). Once complete, click Continue to proceed to Step 2.

New Vendor Registration
Q\r’cur Uzer 1D and password have been successfully set, Plaase continue with the registration procass. L

Enter Vendor Registration Information Step 1
Help
Company Information Vendor Address
Company Name* Address®
Line 2 {oPToNAL) Line 2 iorTionaL)
Line 3 {oPTGNAL) Line 3 ioFmionaL)
Line 4 [DPTONAE) Line 4 oEmoNaL)

Dcing business as (ir airtsrers from shove)

City * State *
NJA v

Vendor Type -

Zip Code " County
O Forgign Entity ™
[0 send Accounts Payable checks to the sbove sddress
B Country Geographic
(] send purchasa Crdars to the above address

- Select Typa.. ¥

E-mail *

Fax Number

Website
[ Minerity Business Enterprise

DUNS Classifications
(select all that apply)

California Permit Number DISABLED VETERAN BUSINESS ENTE
DISADVANTAGE BUSINESS ENTERPR
General
LOCAL BUSINESS ENTERPRISE
LOCAL SMALL BUSINESS ENTERPRIS
MINORITY BUSINESS ENTERPRISE

WOMEN BUSINESS ENTERPRISE

Federal Tax ID Number or Social Security Number Payment Terms

*FID or SSN Discount Percentage Days to Discount Days to Net
Orp  Ossn o 0 o
*FID/SSN *Re-type FID/SSN Your preferred payables delivery method(s).
Mail

Your preferred purchasing delivery method(s).

E-Mail

m UPDATE CANCEL

Please NOTE: Minority Business Entity (MBE)

Minority Business Enterprise Defined as a business that is at least 51% owned and operated by an ethnic or gender minority and
certified by a city, state, or federal agency.

MBE Classification If you select Minority Business Enterprise, you must indicate the classification type(s) of the
certification you currently possess.
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10. Click add under each address type to complete your company information. Once complete, click save and
Continue to proceed to Step 3.

New Vendor Registration

Address information

Step2
Accounts Payable Addresses

add

Name/DBA Address Is Default

Purchase Order Addresses
add

Name/DBA Address Is Default

11. Click New Contact add General vendor contacts information. Once complete, click save and Continue to proceed
to Step 4.

New Vendor Registration

General Vendor Contacts Step3

Address Contacts

Type Name Description Email Telephone
=3

|
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' 12. Enter the EEV# (Company ID Number): E-Verify is a web-based system that allows enrolled employers to confirm
the eligibility of their employees to work in the United States. If you do not have an EEV #, you may click here to
enroll: Please note: CCPS does not manage the E-Verify process or their website.

Add the EEV # and date of authorization. Once complete, click Continue to proceed to Step 5.

New Vendor Registration
Additional Values Stepd
Help

Field Value

“EVERIFY # (EEV)

DATE OF AUTHORIZATION

Enry —

1. Provide an EEV# (Company ID Number): Type 4-7 all-numerical number
a. E-Verify is required by all vendors who may hold a public contract (i.e. Purchase Orders), which is a
contract with a city, county, the state, a school board.
b. A qualifying contract is any service or labor contract over $2,499.99. Qualifying contracts are for services
like landscaping, janitorial, construction, consulting, security, and testing, but not for contracts
that do not require the physical performance of services like equipment purchases, office supplies, leases,
or rentals.

2. Waiver Request: Enter the word WAIVED in the Value section
a. This vendor does not perform physical services with the delivery of products. If this statement is true, you
may proceed to A. If you do not agree, STOP and enter a VALID E-Verify # in the Value section.

A. Submit a formal letter to include an explanation of the following
1. Describe the type of products or services you provide
2. Method(s) of delivery
3. Does the company provide or offer services with the delivery of any products?
a. Ifso, are U.S. based workers used? MUST answer Yes/No

3. Exemption Request: Enter the word EXEMPT in the Value section
This vendor is an individual with no employees. . If this statement is true, you may proceed to A. If you do
not agree, STOP and enter a VALID E-Verify # in the Value section.

A. Submit an Affidavit-No Employees (notary required)
B. Submit a Valid State Identification (must be in color)

Vendor information and forms are located here: Click this link
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'13. Select Vendor Commodities: This section contains a list of commodity codes that may be associated with your
company.
a. Enter a keyword in the search field that describes the product(s) and/or service(s) your company provides.
b. Select the code (put a check in the box)
c. Click Add next to all codes that apply to your company

Once complete, click Continue to proceed to Step 9.

Select Commodities

Select Commodities Step 3

Search for your commodifies/senvices then select and “Add”, Search again and repeat as necessary. Click "Finizhed™ when done

Kemywicels) or commadity coceifi: 3or mes g | | I
Select A Code Description
00505 Abrasive Equip and Tools
00514 Abr Coat Cloth?Fiber/Sandpap
O 00521 Abrasives, Ssroblasting Metst
| 00525 Abrasive Sandk Dther than M
o 00s42 Abrasive/Solid WheslS1ones
O 00556 Abrasives, Tumbling (Wheel)
00563 Grind/Polish Comp Carborundum
00570 Pumice Stone
o 00575 Recycled Abrasives Prod/Sup
O 00564 Stesl Wial/Alum/Wool/Cop Woal
[ Asd |
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14. Review your Registration information!
Please check that the information you have entered is correct. Make changes by clicking Change in each section shown.
a. Add your attachments
i. W-9
ii. E-Verify
iii. MBE Certificates

Marme/DRA PURCHASING DEPARTMENT &

218 Stackbndge Foad
Jonesbore, GA 30252

Addréss
Fax Number
3 111222388

Geographic

E-Mall purchasingtestEDgmailcom
Web Site

Forelgn Entity Mo

DUNS

Discount Percentage o

Days to Net o

Additional Fields

change

E-VERIFY # (EEV) 1234367
DATE OF AUTHORIZATION

Address Information

Accounts Payable
change
Name/DBA Address Default
218 Stockbridge Read
PURCHASING DEPARTMENT 6 Jonesbero, GA v
0252
Fax:
Purchasing
change
Name/DBA Address Default
218 Stockbridge Read
PURCHASING DEPARTMENT 6 Jonesbero, GA v
0252
Fax:
Accounts Contacts
changs
Type Name Description Email Phone Text Fax
GENERAL - SHEAMEKA .
oo Comtacte IACKSON Admin purchasing@claytonkl2gaus  770-473-2825
C
change
91832 Education/Training Consulting
Attachments
Attachment Type Description Required Attachments
General Documents are not assigned to a type O] Attach
default Vendor Attachment () Attach
E-Verify Attachment EEV ] Attach

{Only click Register ance and refrain from using your browser's Back or Refresh button.)

I
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@Attachments
15. Add attachments to the profile by clicking Attachments on the menu. The Attachments option is also available when

you are viewing their My Profile page. The Attachments column indicates the number of documents attached for the
attachment types. Vendors can attach an unlimited number of files.

Description Required Attachments

Documents are not assigned to a type V]

'd

Vendor Attachment (U]

EEV

(O]

(Only click Register once and refrain from using your browser's Back or Ref

V) Choose File | No file chesen Type:| General ™

TEST ATTACHMENT.pdf RemowveType:  General v

Choose File | No file chosen Type: General v
Continue
1

To remove an attachment, click the number of attachments indicator. On the attachments list, clicking the Delete
button removes the attachment.

Note: Vendors cannot maintain attachments in VSS once they have been uploaded.

16. Click Register to finalize your registration. You will see this message and should wait for the page to auto-refresh.

Saving.....do not navigate away from this screen while sending data.

17. Confirmation Page:

MNew Vendor Registration
Reglstration Canfirmation

Your registration has besn comph

Fleast 2

ch your W9, E-Vedify, and

How 1o attach documents i Vendor Seif Sennce:

Final Note: Your profile has been submitted to our system for review and approval. If your registration is approved, you will receive
an email that contains your vendor number. If additional information or documents are needed, you will receive an email from a
Purchasing team member. Please allow 1-2 business days to receive your vendor number. If you have any additional questions,
please email the Purchasing team at purchasing@clayton.k12.ga.us.
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