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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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Verify Email Address is correct.

Step 1.10 Select Next.
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Step 1.11 Select Close Browser.

R{SIGMA Vendor Self Service weww mic higran gov s mic higan gov AS44,7.23 BOSSN._ 00 himi wwww.mic higian. gov.

%\ Thank You!

A verification email was sent to you.

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

To:

Subject: 5IGMA PROD V55: VERIFY YOUR STATE OF MICHIGAN VENDOR SELF SERVICE {SOM V55) EMAIL ADDRESS.

Brandon Martin

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

i you cannot click on the link below, you may copy and paste & into your browser

if you have questions, please contact the State of Michigan VSS (SOM VSS) Support Center at DME-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.

b"_’i‘ SIGMA Vendor Self Service sonemicigan oy e oonet04541 R ey

€Y Login

To continue registration, enter your User 1D and Password

Panwrd{_ B ) |
_Logn | @

3

| Contact 14

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.

¥ASIGMA Vendor Self Service s michigan oy i . 1225 60568 -, 00 il www michigan govimicontracteonaect
e Privacy Report | ContactUs
]
& Add Business Location - New Account foeioaTin | el oataton | ot | A
Registration
Weicome, Lawson Plaase choss 01 of o2 folowing OpSons o destrbe how you plan on g business and ssiect the Neit busion 1o cortrus
View Fieguent
Asked Questions
v TIN Type e
OINew Account info
Ol asies o () ol e & Socia Securty Numbér {SSN). indnidusl Tanpayer 1aanication umber (TN, o Adopiive [derscation Numiber (ATIN)
Dl agtresses & Contacts
Piase seectoneofbwiolowing. SN () TN () AT
) adstonm Busness ; :
Irrmason
(0) 1wuse my entty's Empioyer idsrification Nuber (EIN)
D Regstation Summary

(7)1 donot have any of e above forms of Taxpiyer entifcaton

AND

v Classification e

| plan o wsng the follpwng Please ssied onfy one

Select  Chassification
Indhead
Sote Proprster
Parnershi
Corporaten

Nontesident Ajien
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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.

{4 SIGMA Vendor Self Service v michigan gov M4BTI 60588~ 0 bom) . michigun gormicontraciconnect

Privacy Report | Contactus

Welcome, Lawson

AND

OR
» Question ¢

o rend BEESLANCE SHHRCt the Submil QRaaston buBion 10 5604 U your queshon

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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¥
r_~. Step 2: My Business information S I ik Mgt I P ] et [A

Please snter the general information balow, Fiekds
WIth 2 red asterisk ') Ingicate required Neids. Some of the Nalds are popiiated With data gathered from e QUESTIONS YoU Previcusly answered. Pleass review all information carefully before proceeding.
You must seect the Save and Close prior to sxiting. I you do not, you will have to re-enter all data again

» Location Verification

“Vorily My Locatons by - |

Vendos Verification Based on

Venaer Verfranon Password

Confirm Verdfication Passwird - s ssssssssse

« Organization Information

“Organization Type . e Forogn Tax 19 ;
Classication ;| Corporation w s
Kational Provides 1D
Locatsn Nama
Assigning Authorty ©
Locabon Web Address
CAGE Code ! b
Numbee of Employees © o
- - & T—

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.

omse T it
. Legal (1099) Address Information @

Reesose Numser |44,

Rogtog £ Hunbe:
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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 EFT Enroliment

w Provider Information
Welcome, Health

Provider Name : Haath Test 1
View Frequently
A 0N

ASKE0 \uesliong

v Provider Identifiers Information

B New Account nfo. Provider Federal Tax Identfication Number (TIN)
or Employee identificabon Number (EIN) : $55444323
[ My Business nfo. wloy N

National Provider identifier (NPI) : 3876543210

[ Addresses & Contacts

[ Additional Business v Financial Institution Information @
Information

(IReyistation Financial Institution Mame : /() 11000015 m

FECERAL RESERVE BANK
Financial Ingtitution Routing Number : | 23&-1-155;’)
Type of Account st Financial Institation : | Checking v
Provider's Account Number with Financial Institution ; | 444555666

NOTE We are egured by Federsl law bo cepiure th mlomaton

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

v Submission Information

Reason for Submission : v Authorized Signature - Electronic Signature of Person Submitting Ensollment : :v’:
.

Step 1.2.8 Select Next.

14

sectons disphay and capture the information as required by the Fedarsl Law fr Meaith Care Provider EFT Ervoliment I you choose 10 enrollin EFT g5 part of the ragstraton. 1 out the Financial insstution inform
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~ EFT Information

« Executive Compensation

BREE

i | e | | e |V

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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Privacy Report | ContactUs

Mg oy,

+ 1099 TIN Information

Create nwmw:]

Re-enter Taxpayer 10 Numbes © ]

Original Addiess

O regstration Sumenary

St Address

"Sreet 1 1901 Canal Avenug

+ EFT Information

ABA Number : (11100

BAN A
Account Type: | Checking

i

» Legal (1099) Address Inform¥i

Taxpayer 10 Number :'2‘, 1331101

Taxpayer i) Number Type : E
1098 Reportable : Yes

Cormected Address
o Setect Address
N o
cay: [Lansing

WV Suatel Province icngan

ZipPosial Code : E&ggzg{)m]

Account Bumbes - | 4444555517777

Routing ID Mumber :

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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.
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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.

17
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| Ordeeng
B e Accourt o
E'-', Busrem il
Frymest
[l rssusnes 8 o
O nastiest Bosions -
- 7 diing v

ormation

E!%;x wen Summay

“Berwet
i Compary Nome o2

fowt
Compiry Mama 2

iy

Phone 7

Addtony Lodress inky

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.)

19




SjGN‘ A Vendor Self Service www.michigan.gov. www.michigan. govimicontraciconsectit 4541,7-225 50553 0.bam) wawmichigan. govimicontraciconnect

Privacy Report | ContactUs

Step 4: Additional Business Information

Welcome, Lawson

Attachments

Add

File Name Date UserlD Type D

Commodities

Add e

Commodity'Service Code  Commodity Description

VSS displays screen for selecting commodity code types.

e

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




;J:.f SIGMA Vendor Self Service www.michigan.goy www.michigan.govimicontraciconnect 4541,7.225 50558 —,00.html www.michigan.govimicontractconnect

Privacy Report | ContactUs
G
|

Rl Choose

—

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

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

_“'r"_Ffe_Gsaﬁlh the Commaodity/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 "Ok” button to add

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

Browsa Claar

Commodity! Service Code :

Commodiy Descrption: | "PRINTING SERVICES' | e

Grant : v
Commeodity Description Commodity/Service Code
Blue Printing Services: Blue Prints, Biue Line, Large Engine 96214
[] Electrostatic Printing Services 96627
Imprinting Senices 96642

Licenses and Back Tags Printing Services (Hunling, Fishing, 96652
| Print-On-Demand Printing Services (Including Print and Distr 96576
o/ Fingerprinting Services 99041

Frs! Prev Nt Las!
T _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 ; T ”
(%! SIGMA Vendor Self Service L b e
| .. Brivacy Begort | ContactUs
i
=
5}_-,. Choose
Wheliome, Lwwor Select one or more commaodity codes or classes thal describes the goods and services that your organization ploNde’S by chicking the checkbox next to the commeodities you
= want to add To search for a specific commadity wde class. or. description. enter a valid value in the G e code or C dity Description search field and click
Yiews Frequenily the "Browse™ ink. Wildcard (") search ¢ i onthe C dity flelds, please consult the onfine Help for details. Once y’uur selection is made. click the “Ok”
Hap st button to add the selected commedities to your organlzauoﬂ Click the "Cancel” button to cancel your changes and return to the Commodities page
Hron Can

Commoday! Service Code

Commadty Descrpson | "PRINTING SERVICES®

Grant W
Commodity Description Commodity Service Code
Biue Printing Services. Blue Frints. Blue Line. Large Engine 36214
[} Etectrostatic Printing Senvices 96827
Imprinting Services 95542

|71 Licenses and Back Tags Prining Services (Huning, Fishing, 96552
Print-On-Demand Printing Setvices (Including Prind and Distr 95876

! Fiogepmiing Services 3041

e St Lant

OK | Cancel |
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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.

| 5|GMA Vendor Self Service warw michigan gev wwew,michigan. gov imic onractconnectl A541,7-225-50558-.. 00 himi ww.michigan govimisonraciconnect
3 WI0 Jervice
Privacy Report | ContactUs

":_ . Step 4; Additional Business Information Sowe sadCiise | Cuncet Ragiokation ‘ fack | Nt |

Attachments

Add

File Name Date UserlID Attach t Type D

Commodities

aad

Commodity/Service Code  Commodity Description

39041 Fingerprinting Senvices & Delete

VSS transitions to Registration Summary Screen.
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www g pov wwm acheae gevimvoortriipenectl W1 T 200 ML 1 bard e fechain povimoTCion

Welcome, Lowson

- 4040 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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B SIGMA Vendor Self Service

Erivacy Report | ContactUy

[ A S 7 T L e

e
&

(i

Wiskcome, Lywscn
« Attachments
Vit Fraguentty
e Fide Mame Date User ID Attachment Type Description
ttem scoouet i
By Sonresa e

B raeanes & Coviacn

Pliasiow Busren » Commodities
ilereaten
Clrugrston Summay SR
%041 Frgerpeinteg Seccas

~ Business Types

Business Type 10 Mumber ion Start Date v End Date  Minority Type

+ Service Areas

Service Ares Code  Service Area Zone

EKSHIER) | [ [—

Asdnces Rrsiurces § iformator

= AL reseepiemm nach 1ing and vy % Ba et 15ep, B Jraem il Gwch lor erery

The IRS Perjury Statement popup appears.
1.2.23 Review the IRS W-9 Perjury Statement.

1.2.24 Select OK to continue.

EISIGMA Ve

Prvacy Aeport | Contact Uy

« Attachments

File Nama Date UsarI0 Attachment Typs Description

2 iassons Buarass + Commodities

ormator

Servce Code

%9041 Frgarpret|

» Business Types

Business Type 1D Certification Number Certfication Start |

» Service Areas

0K Cancel

Service Area Coda  Service Areas Zone

bitermatsn.

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.

541 738 45— 0 vod

» Attachments

File Name Oate UseriD Attachment Type ODescription

» Commodities

Service Code

« Business Types

Business Type 1D 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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4 SIGMA Vendor Self Service

Privacy Report | ContactUs

Welcome, Lawson
Service using the User |D and Password you jus! crpated
Your Vendor Code is: \/S0001053
View FT uenti *Please save your Vendor Code for future re?
K stion

The following registration forms are avaiatie for you

‘www.michigan.gov.

Click the Iink above 10 downicad the Su"'su e W-

This document for your own reference

You may legin to your VS account to view and/or update your account in

login

Thank You!

Congratuiabons, you have compleled the registration process. You may now ogin io Vendor Seif-

Password Reset | p,.nnn.moel

4 form and then save o print a copy of

formation. Chick hese to

1.2.31Access the VSS link to return to the VSS Home Page.

1.2.32 Enter your User ID and Password to access your new vendor account.

1.2.33 Select Login to access your account.

* User ID

5 SIGMA Vendor Self Senvice

Welcome to State of Michigan SIGMA Vendor Self Service (VSS)

o your inancial ransactions, view business and grant opporuniies and much

The Stabe of Michigan SHGMA Vendor Self Service

0 MARAgE your @

more. Click on the Register buson to begin mmmdmakmmmmawymvmqm Flease cisable yoor pop-up blockes i order 10 #ccess all parts of the ste

Thits site b best viewed with intermet Explorer 11 and Firelox 35 or 36

H yeu s gue e contact the State of Michigan V55 (S0M VES]) Support Center st DME-Vendor@michigan gov or 1-882-734-5749 The State of Michigan V55 (SOM VES5) Suppornt Canter Office Hows are

340n3, pie
00 AM wnt 5»0 M EST, Monday-Friday

* Password

=)

Regter

Guest Arcess

Contacts

Click on ik bow 1o viow the list of depastment contacts

Ageecy Coeacts
Forms and Reference Documents

Chick 00 & Eorm balow to eknver sive it 10 your deskiop of opan it in Adobe

chal Owvost Sor U 5 Tax Withheoiding (Foem W-SBEN)
O for U S Tax Withhelding and Reporting (Enlities]

enpion from Withholding (Form W-

v}ﬂ\'!girno?ur for 115 Tax Withbesiding (Foem W-

Whoiing of Compensaion 1.7  Ingapandani (304 Cartain Depeodart) Pocsonal
sl F-
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Section 2: View and Modify Your On-line Vendor Account

Information

Step 2.1 Enter your User ID and Password.

Step 2.2 Select Login.

[ SIGMA Vendor Self Senvice

Welcome to State of Michigan SIGMA Vendor Self Service (VSS) ey Cootectll

o Eglicioy
ﬁk:f‘.{ Thi Stabe of Michigan SIGMA Ventor Whouss you, a8 1 MARAgE your i business and grant eppariuniies and muh
e mmmummmu@mmmmwnmlwwﬁmm Mmrmmmhmnmlmmmm

This st b best viewed with intemet Explonss 11 and Firelox 35 or 36

* = Reguined | i you have questions, contact the State of Michigan V5SS {S0M VES) Support Canter st DME-Vendon@michigan gov or 1-282-734-9749. The State of Michigan VSS (SOM VSS) Support Canter Offica Hours are
00 AM wnlll 5 00 PM EST, Monday-Friday. = i
* User iD
[ ] A Contacts
* Password
I nzsT Click on fink balow 12 view the list of department contacts
Test UAT Anncuncamant
_togn | A Anncuncemints
Agtacy Contacts
Piiawroet Rosst
Forms and Reference Documents
Chick the Registor A
1 rogsthe s Click o0 & form balow 1o elner sive it 10 your deskiop of open it in Adobe
g o axating
scoownt
reawier | msm_\rmmsum.mm
Gt Arcesn I ' v8s ¢ Ea o g il

m’xQLl‘uﬁé Geantes Usar Geidy

Forms uesd by Forsign payess:

« Cortifcate of Fwdgo sm..s of Banaticial Owoer for U § Tax Withhoiding (Fom W-SBEN)
biipg ey it piftatben
« Cortibicate of Fomgn smormmm Owarhr U S Tax Wehhoiding and Reparting (Eniites)
{Faem W-SBEN-E] hitps a5 g9y
. cma of Fu«ys D-ms cu-m Iut-_xmm from WithPalding [Form. \W-SECH)
- potfaleci pdf

o Comicme st Fateign Govermment o othes Foseign Organizaton for U S, Tax Wahhaiding (Fom -
BEXP) haps M, wsmmﬂ o
- Fxmapimﬂ i {and Certain [)-pm:-n-l Pmaru( 1

VSS transitions to your Account Summary screen.
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Step 2.3 Select the vertical scroll bar on the right side of your screen to review your
Account Summary for Announcements, Primary Account Administrator, Account
Information, EFT Information and more.

, S;GMA Vendor St‘h" Service www.michigan gov werw mic higan, goviimicontractconnec 19,4541, 7-225 50558 00 bami waw.Michigan povimsconiraciconaect

Home | Help | AccessibleHslp | SiteMap | Privacy Report | Logout

Account information

Service Areas Attachments W-§ Forms

Summary Business Info Addresses & Contacts | I

Account Summary

+» Announcements

Type Date Message

» Primary Account Administrator

Emadl : Harmr D2t Srmichigan gov

Primary Account Administrator | Laws
1 54T Ext:

Phoe 1 5174

+ Account Information

Step 2.4 Select the Business Info tab.

Step 2.5 Select the vertical scroll bar on the right side of your screen to review your My
Business Information for Headquarters Information, Organization Information, Legal
Name Information, 1099 TIN Information and more.
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g 777650558 00 htwd

4 SIGMA Vendor Self Service e michigangoy.

Home | Help | AccessibleHelp | SfeMap | Prvacy Repori | Legout

Account Information

Aftachments |

Service Areas

Business Info

My Business Information

+ Headquarters Information

Franchise Account : N
Headquaners Web Address.
Catalog DUNS
Canslog Extended DUNS -

Headquaners Legsl Name : Lawaon Woodard
Headquarters Account Code : VSHOO1029
1053 Siatus © Yes
Taxpayes 10 Mamber : 211331100
Taxpayer 1D Number Type : EN

» Organization Information

Step 2.6 Select the Addresses & Contacts tab.

Step 2.7 Select the vertical scroll bar on the right side of your screen to review your
Addresses & Contacts for Payment and Ordering. You can also create new or update
existing addresses and contacts on this page as well as view pending changes.

0,8541,7.230-50550.... 00 hiwn)

15 SIGMA Vendor Self Service v michigan oy

Home | Help | AccessibleMelp | SiteMap | Privacy Repont | Legowt

VA
§)
i Account Information JILISELEE Cataiog 4 Grant Grant

Welcome, Lawson Summary | Businessinfo Users | Commodies | BusinessTypes |  ServiceAreas | Amtachments | W-8 Forms

Addresses & Contacts

Frincipal Contact EFT Status Prevent New Processing  Active From Active To  Pending Changes

Address ID  Address Type Address

ADDD2 Billing 1901 Canal 51 Lansing. M, 462220001  Lawson Woodard No oa3vT WU
ADOOZ Payment 1201 Canal S1, Lansing. MI, £5922.0001  Lawson Woodard No 02017 i1 ViewiUpc
ADDOZ Drdering 1901 Canal 51 Lansing W, 469220001 Lawson Woodard 03327 Viewilps
ADOOZ Web Registrar 1901 Canal St Lansing, M1, 48922.0001  Lawson Woodard Ne QVIET ViewiUipe

| | I I Assign/Create Addresses & Confacts | View Pending Additions |

Update Addresses

Address ID  Addross Pending Changes v
ADOD2 1901 Canal 81, Lansing. M1 450922.0001 View'pdate View Penging Changes

<
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Create a new Ordering address.

Step 2.8 Select Assign/Create Addresses & Contacts.

:"‘:.' SIGMA Vendor Self Service o, TR

Homs | Help | AscessibleHelp | SieMap | Fovacy Repont | Logout

Account information JEALEUEE] Business Catalog ar Grant

Summary |  Business info Addresses & Contacts | Business Types | ServiceAreas | Atachments | W-8Forms

Addresses & Contacts A

Existing Address & Contact Assignments

Addross 1D Addross Type Addross Principal Contact EFT Status  Provent New Processing Active From  Active To  Pending Changos

ADOG2 Bang 1908 Cangi St Lansing, M 489 001 Law NOOGand o 0w, 7
ADOD? Payment 18041 Canal St Lansing, M. 45522-0001  Lawson Woodand No 0331207
ADO2 g 1201 Canal St Lansing, M, 4851 D01 Lawson Woodard o 7

ADOOZ Web Regstnar 1901 Canal 5t Lansing, M1 48502-0001 - Lawson Woodsng No QIIV20IT

I I I I Assign/Create Addresses & Contacts | View Pending Additions |

Update Addresses

Address ID  Address Pending Changes

ADOD2 1901 Canal St Lansing. Mi. &

; 000 5

VSS transitions to the Addresses & Contacts Update page.

13 SIGMA Vendor Self Service AHNT 225 3053800 himd ‘woww mishigan govimicontracteonnesd

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout

|  Business Types | Service Areas | Attachments |  W-8Forms

Next I Cancel i

~ Address Types

‘Betive From aztve Te Delault Rocsrd B Addrens
Acsownt Aduinisanase B m
Ordecing i 0
Payment = 0
| pating B 0B
» Address

“Address 10 : [7 Find I
“Streetd :
Street 2:
"City =
*State Provinge : w

“Zip/Postal Code :

Country Hame : | United Sta
County : ~

*Phone Ext:

Step 2.9 Select Address Type (ex: Ordering).
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Step 2.10 Enter Active From date.
Step 2.11 Enter Address information in Address section.

Step 2.12 Select Next to continue.

R SIGMA Vendor Self Service waw vehigan ey oy ety RS o 0.l e

Home Help | Accessible Help | Sie Map Privacy Repon Legeut
e
' Ty
Account information JREEETIET Busmess Oy Cataleg Grant Oy Grant
Welcome, Lawson Summary |  Business info Addresses & Contacts Users | Commodities | Business Types |  Service Aress | Attachments | W8 Forms

. Next I Cancel I
z + Address Types ¢

Antive Frem Aetive Te Detault Ressrd o Addross

aymant

o
Figi
Dooa
aoon

“ausdress 10 | Find

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 2.13 Accept the Corrected Address format or check mark the Original Address
format.
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| ESIGMA Vendor Self Service v g ASU1 727350458 00 b “

Home | Help | Accessibie Hslp | SaeMap | Povacy Bepodt | Lemout

AN

o

ak "y Account information JRETTETENRE Business 54 bon R Catalog M Grant Grant A
Welcome, Lawson | Business info Attachments |  W-8 Forms

Fioquerty
+ Address
nal Addrets

Seict Addrans

“Address 10 : [ " Find l

“Street 1 1 | 2100 Windsor Avenue

Street 3

Step 2.14 Select Next at top of page.
VSS transitions to Step 2 of 3 for Assign/Create Addresses & Contacts.

Step 2.15 Enter required Principal Contact information in Principal Contact section for a
new contact. If Principal Contact is same as existing contact, use the Find key to
search for and select same Principal Contact.

Step 2.16 Select Next.
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5/ SIGMA Vendor Self Service e S50 722 0508 00 s nistia

Home | Help | Accessible Help | Site Map | Privacy Heport | Logout

Account Information EUESTIZTE Business 2 Grant it Granl

Welcome, Lawson Summary | Business info Addresses & Contacts Users | Commodities | BusinessTypes | ServiceAreas | Attachments | W-8 Forms

Next | Back l Cancel |

~ Address Types

‘Aetive From Astive Ts Defsult Reesed Dep - Addrass

Acount Administrator | ' :

o gudenng I |

Fayment

Biing | | |

Principal Contact

Principal Contact 0 | e Arermats Frose

“Contyet Name | Aindre Woodard Aeraste Phane Exbnsase

Tite/Rics Fax

Parmissions Fan Extensin

wthessed Reprasentstue Alternate Fax
Emaid - |HarrisD2 1@ michigan gor! Aderrate Fas Extemnon
Coresgondence Type b

Engiish Spoken - [

Prone

Prane Evtenios

VSS updates Addresses & Contacts section for Address Type, Principal Contact ID and
Address ID.

el 2. I 22 M3sh- 00 b o iGN Gov

Home | Help | Accensible Help Sre Map Brivacy Beport | Lopout

Lol s Account Information B Business Catslog Grant Grant

Summary | Business info Addressen & Contacts I Commotditics I Business Types Service Areas |  Attachments | W38Forms

Easse wewn T4 2148 4G DA IO o ave #TERE CACR T Saed Dum0 12 Sutme T

Principal Contact
Nindsor Ave. Lansng MY, 48822.0001 Andre Woodard

Address Type Active From Active To Address ID  Addn
Ordering ashnT ADOOS 210

ICEICTH T J T |
_Save | Back | Cancel |

« General Information

asts Tyon [ epiciment inon |
sctvetiom [ Asimaral Addreys intormation - |
Actirs Té
Dotautt Record | |

«» Address

Agsress D | Cogntry

soentd | Cosnty : |
Stewet 3| Phose |
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Step 2.17 Select the vertical scroll bar on right side of screen to see updated Principal
Contact information. (Vertical scroll bar not shown on screen shot below, but should
appear on your screen.)

KISIGMA Vendor Self Service mronmishaun gey. igan o A407-225-50550 90 bl e réchian gevigentaciconness
3 Home | Help | Accessible Help | Site Map | Privacy Reporl | Lodoul
ARy
”’_"—_ L=t TR PRI Financial Transactions  Business Opportunities  Solicitation Resp Catalog Grant Z Grant

|  Business info Addresses & Contacts Business Types |  Service Areas |  Aftachments |

Datault Record

« Address
- , —
Sweetd-}  Coumty
Street 3 Phe Exdian ez
ty Frose Extens T
State P, DuMS
TaPoval Code B Extended DUNS L |

Step 2.18 Select Save to continue.
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|54 SIGMA Vendor Self Service TR D
. Home | Melp | AscesndicMelp | S8eMep | Privecy Report | Lepowt
| o
‘{v_._‘ Account Information RSN Business Catalog Grant
Summary |  Basiness Info | Business Types | Service Areas | Amschments
Assign / Create Addresses & Contacts - Step 3 of 3
Address Type Active From Active To Addresa ID  Address Principal Contact
+ Ondering gan 2y ADGE 2100 Windsor Ave. Lansing M 45922-0001  Andre ‘Woodand
Save | Back | Cancel
= General Information
Asares Type [ Departmeet | Divinin - |
Aotrwe From T B Adgnons’ Adderss Infrmation |
Actne o [
Stauh Racord
» Address
Addeess 1D |
Saremt 1 | County [
sownd: [ Prons: |

VSS updates the Addresses & Contacts tab with new contact information.

Step 2.19 Select View Pending Additions to see pending Contact information.

[ SIGMA Vendor Self

wrrm mishigen go A T i S0 00 b
Home tp | Accessibie Help | SseMap | Privecy Beport | Logout
:;/‘
' '_'_' Account Informaton  JRZETTTIEY By 5 Cataiog Grant. G

Summary |  Basiness nfo Addresses & Contacts Business Types | Service Areas

Exnting Address & Contact Assighments

Address D Address Type Address Principal Contact EFT Status Prevent New Processing Active From  Active To  Pending Changes

ADDE Bang 01 Canal St Lanang W, 453220007 Lawson Woodsed Ha LEY Yeselpdate Viw Pendeg Changes
ADN2 Payment 1801 Canal St Lanaing MI 435020001  Lawson Weodsrd Me g Yewlpdate Yiew Pending Charges
A0002 Orlerg 1501 Canal St Lansng MI, 483220001 Lawson Vicodud Mo LEE 6 ViewiUsdale  Yiew Perng Charces
A2 Web Registrar 1501 Canal S1, Lamaing. Ml 433270001 Lawson Woodaed Mo 032017 ViewlUsdate  Yiew Panding Chancas

I ! I Assign/Create Addresses & Contacts I View Pending Additions I

Update Addrenses

Address 1D Address Pending Changes
AL 1931 Canad 51 Lanwrg M 458220001 Ywlodate Yiw Pengng Chances

LT | | G Y

Update Contacts

Contact ID  Contact Name Contact Addross Pending Changes
PCOG2 Lawson Woodmd 1501 Canal 51 Lasang, i, 48522-0001 Viewlgdale  View Penging Changes

VSS displays View Pending Additions — Addresses & Contacts information.
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Step 2.20 Select Back to exit the page.

K SIGMA Vendor Self Service s michigun ooy s michigen gonbmicontrpctconnycANY 205 35— 00 b e nichioun govimisonincticnntct
Home | Help | AccessibleHelp | SiteMap | Privacy Repor | Logout
P
Lo Account Information JRZLELAE i Business iti i Catalog g Grant € L Grant
Welcome, Lawson Summary | Business Info Addresses & Contacls Business Types |  Service Areas |  Altachmenis |

View Pending Additions - Addresses & Contacts

#8000 MW BRI 303 COMACH BWERNG ap0RD
Address Type Active From Active To Address D Address Principal Contact Status
v Ordering a7 ADODS 2100 Windsor Ave, Lansing MI, 485220001 Andre Woodard New Change

L) P ) ] [

The next few steps provide instructions on modifying/updating existing address
information on the Addresses & Contacts page.

Step 2.20.1 Select View/Update link in the Update Addresses section for the address
you wish to modify/update. (The Payment Address is used in the example.)

EISIGMA Vendor Self Service o g g TR D et orm michegee

s | Aftschments | W3 Forms

Address 1D Address Type  Address
ADDo Biley

Doz Sdter VR0T Ganad St Lanaing. U o

ADD2 Fayment 1801 Canal St Lassing M1 Lawson Woodard [

AD Ceterry 9 Lansig 1 av3128

ADIO? Web Regatiar 1901 Canal 51 Lansng bt 2522 v e amenT

Do serey ¥ o BeTIgN7
| AssigniCreate Addresses & Contacts l View Pending Additions |

U Ladresse

Address 1D Addres: Pending Chonges

ADOZ 1301 Canal 52 Lansng MI 425770001 Yiewlpdste vin Pengieg Changes

AD0%S 2100 Wendsor Ave. Lansing, M1, 459229001 Vienlpdale Wam Peodirg Changas

[} pres | waar] [ i |

e

VSS transitions to the View/Update Available Address page.

Step 2.20.2 Modify the address as necessary. (The Street 1 Address will be changed to
2100 Canal St in the example.)

36




A541,7.235 30345 00 e

waw e han B v rreshgan QovS:

EL{SIGMA Vendor Self Se

Home | Help | Access

Site Map Bivvacy Repor] Logeut

Account Information JREELIEEIR]

Welcome, Lawson Summary | Business info Addresses & Contacts

Vies Frecuety View/Update Available Address

Asked] Queslions

Save | Delete I Cancel ]

» Address Information

Address 10

Street 4: (1901 Car
Street 2

“City : [Lansing

*StateProvince : | N

‘Zip/Postal Code

Country : | U

County :

*Phone :

DUNS :

Extended DUNS

CAGE Code :

Step 2.20.3 Select Save to save change.

9417 739 80948,

Service Areas

on MiChignn goy

RASIGMA Vendor Self Service

ome | Help | Access

Help | SieMap | Privacy Repo

| Lepout

Attschments

Account Information WELITETRE ; o

Welcome, Lawson Summary Business Info Addresses & Contacts

Savej Delete I Cancel

» Address Information
Address 10 [
*sweet1: (2100 Canal St
Street2:
*City : |Lansing
* State/Province ©

‘Zip/Fostal Code

“Country

DUNS

Extended DUNS :

CAGE Code

* indcaen 3 rhgueed Sesd

37

Service Areas

Attachments




VSS transitions to the Addresses & Contacts page and places a check mark in the
Pending Changes field. Updates to your account will be reflected after VSS has
completed its routine automated update cycle. The automated update cycle runs every
two (2) hours 8 AM to 5 PM EST State of Michigan business days.

EISIGMA Vendor Self Service o st e PRRE e

Commodities | Bosiness Types | Servics Areas |

Principal Contaet EFT Ststus  Prevent Mew Processing Active From Active Te Ponding Changes

St Landing W1 ABSI20000 Lawsoa Woodaed

DVII0T ¥wilngate Yiew Peodng Chanoey
Ao Faymeni T80T Canal 51 Lansng M1 SBIT0001  Lawson Wooda e oNNT Vetipate  Vigw Brogies Charaes
s = ovamciT Verwigeiate  View Sengeg Changey
tie a3y Vanilogits  Viow Pengng Changes
e st

Viewliogyte  View Pgnging Changey

AssigniCreate Addresses & Contacts | | View Pending Additions |

AL Loy AN 43020000 ~ Vigulipdate  Yitw Pendeg Chiogey
D 2100 Windsor Ave. Lo, M. $2922.2001 VewAligale View Paadiog Cunaos

SR | T RN E T

Update Contach

Step 2.21 Select the Users tab.

Step 2.22 Select the My Profile link on the left navigation panel to view your Account
Profile.

¥ S|GMA Vendor Self Service www,michigan gov W i higan QovIImicontraciconnect U AG41,7-226 50558 00.htmi waw michigan povimicentractconnect

Home | Help | AccessibleMelp | SiteMap | Privacy Report | Logout

L= o)
=
k-~ PR ST Financial Transactions  Business Opg s Resg Catalog g Grant Op Grant
Welcome, Lawson Summary | Businessinfo |  Addresses & Contacts |  Business Types Service Areas | Aftachments | W8 Forms

Account Users

I UserID First Name Last Name Access Level Account Status

Lawson(t  Lawson Woodward  Account Administrator  Active

M

VSS transitions to My Profile page.
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The My Profile page is used to view or modify your account for General Information,
Security Hint, Email Notification types, and Access Levels. Modify is used to make
edits/changes. The Password Reset is used to change your password.

| %4 SIGMA Vendor Self Service ‘e mishigan ooy, e 4417220588 06 hoomd P R B e

me | Help | Accessible Help | Site Map | Privacy Report | Lopowl
=
L Account Information JRILLIEY Catalog Grant O i Grant
Welcome, Lawson " |  Addresses & Contacts e e W-5 Forms
Sebect the Modily bution bescw b0 updste your wier misematon

«» General Information

« Security Hint

Security Guestion | What 3 o tiverde toior

Security Anvwae ; mmeseminaenes

- Email Notifications

v Access Levels

Primary Access Level . Azce
Optional Access Levels - Create

Respense Quary Tax Infarmaton I I

Pasyword Reset || Moddly I

Step 2.23 Select the Account User link to navigate back to Account User page.

VSS displays the Account Users page.
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| EXSIGMA Vendor Self Service watw. michiggan gou worw i bigan gor 4541, 7-225 50558 00 himi waw.michigen gow mecontiactonnect

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logowt

Summary | Businessinfo |  Addresses & Contacts m Commodities | BusinessTypes | ServiceAreas | Attachments |

UseriD First Name Last Name Access Level Account Status

tawson0l Lawson Wootward  Account Admawsiralor  Actve Viewhiooly Delele

[t [ Poee] e[ o]

Step 2.24 Select the Commodities tab.

The Commaodities page is used to add new Commaodity Items for which you are
interested in receiving solicitation notifications or delete existing commodities that you

provide.

o 5|GMA Vendor Self Service wwrw michigae gov e i higan g ek et Gnec b 0 4541 T-205 60658 - O el wwrw. michigen govimiconiraciconnest

Home | Help | AccessibleHelp | SiteMap | Prvacy Report | Logout
e
‘7;_ Account information JRZLERTH Business i it Catalog g Grant Grant

Businessinfo |  Addresses & Contacts Business Types | Service Areas | Attachments | W-8 Forms

Weicome, Lawson |

Commodities

Here is the cument st of commodity codesiclasses that descnba the goods and senices that your organization provides. You can
add new commodity'service codes by chickng the "Add llems” button. To delete a commodityservice codes, click the "Deleta” ink
next to the record in the gnd that you wish 1o delete

Any request to add & new Commodity thal s awatng approval can be viewed by chaong the “iew Pending Adddions’ button. Any
request to delete an existing Commodity that is awaiting approval is noted in the 'Pending Defetion’ column

Existing Commodities

Service Code P Fending

90041 Fingesprinting Senvices

[Fiesr ] CFrev ] [ ] st ] Add ltems | |

Step 2.25 Select the Business Types tab.
The Business Types page is used to add your Business Type to your Account.

Step 2.26 Select Add Items.
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L SIGMA Vendor Self Service e i hugan gov : 4541,7.226 50658.._ 00 himd s michigan gov mccaactsanest

Home | Help | AccessibieMelp | SueMap | Prvacy Report | Logowt

Account Information AL Catalog G Grant

Summary | Business Info | Addresses & Contacts | Business Types Service Areas ] Attachments | W-8 Forms

Business Types

Here is the current kist of business types associaled with your organizabon. You can add new business types by chckang the "Add
ltems™ button To modify Business Type information click the “View/Update’ link under the Existing Business Types Assignments
section next to the record you wish to update. To delete a business type, click the "Delete” link next to the record in the gnd that you
wish o delete

Any request to add a new Business Type that is awaitmg approval can be viewed by clicking the "View Pending Additions’ button. Any
request to update an existing Busmess Type that is awaiting approval can be viewed by clicking the "View Pending Changes’ button

Existing Business Types
Type 1D Type No C Start Date End Date y Type Pending Changes

| | | | Add ltems

VSS transitions to the Business Type Choose page.
Step 2.27 Select Next to view Business Types options.
Step 2.28 Select your Business Type. (Example: Professional Service.)

Step 2.29 Select OK to continue.

| FSIGMA vendor Self Service oe e AS41.7-335-30550— 00 bl oo i gy
Home | Help | AccessibleHelp | SiteMap | Privacy Repon | Lopout

Account information Financial Ti B jon By Catalog M. Grant Oy Grant A

Welcome, Lawson Summary 1 Business Info | Addresses & Contacts I Users ] Commodities Business Types Service Areas 1 Attachments I W-8 Forms

Yo Frequonily
Asked Gu

Choose

Select one or more business fypes o associate to your organization by clicking the checkbox next to the business types you want to add To search for a specific Business
Type. enter a valid business type in the Business Type search field and click the Browse ink. Once your business type{s) have been selectad, click the OK button to add
the selected records to the Business Types Enler/Update page where additional information can be enlered for the salected business types Click the Cancel button ta
cancel your changes and return to the Business Typas page

Browse Clear I

Business Type

Type 1D Type
+| PROF PROFESSIONAL SERVICE
RTLR RETAILER
SOVO SERVICE DISABLED VETERAN OWNED
SMLB SMALL BUSINESS « 500 Empltyees
SRVC SERVICEMAINTEMNANCE
VNTR VOLUNTEER
VTRN VETERAN OWNED
WHCA WHITE/CAUCASIAN OWNED
WHLS WHOLESALER
WHEP SHELTERED WORKSHOP

First I Prev I Next l Last ]

ﬂl Cancel I

VSS transitions to Enter/Update — Business Types page and displays your selected
Business Type.
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Step 2.30 Select Cancel to leave this page. Certification information is not required by
State of Michigan.

Sammary | Businessinfo |  Addresses8Comtacts |  Uses | Commodities Business Types Service Areas |  Aftischments | WS Forms

Enter/Update - Business Types

Hese you can enter or update Business Type information
Business Type ID  Business Type Mo Start Date End Date Minority Type
PROF PROFESSIONAL SERVICE [ a B [V

Save | Cancel I

VSS displays the View Pending Additions — Business Types page. Updates to your
account will be reflected after VSS has completed its routine automated update cycle.
The automated update cycle runs every two (2) hours 8 AM to 5 PM EST State of
Michigan business days. Updates/changes to vendor TIN or 1099 information is
updated after it has been reviewed and approved by State of Michigan Vendor
Customer Support Center.

Step 2.31 Select Back to return to the Business Types page.

¥ SlGMA Vendor Self Service wwm michigan gov wwin ichigan govimicontracioanscti) 4541 721550558 08 hmi wiw michigan povimiconiraciconnect

Home | Help | AccessibieHelp | Sate Map | Privacy Report | Logoul

"}_'-__' Account Information IEETIERRT Buginess i S Catalog M. Grant i Grant Appli

Welcome, Lawson Summary | OBusinessinfo | Addresses&Contacts | Users | Commodities Business Types Service Aress | Aftachments | W8 Forms

View Pending Additions - Business Types

Here are your new business types awaiting approval

Type ID ification No ification Start Date Certi End Date Minority Type Status

PROF |/v| New Change

ﬂ,e

VSS displays the Business Types page. Request to add new Business Type that is
awaiting automated approval can be viewed by selecting the View Pending Additions.
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Request to update an existing Business Type that is awaiting automated approval can
be viewed by clicking View Pending Changes. Training example reflects View
Pending Additions.

¥LSIGMA Vendor Self Service ‘wn michigen gov #we michian govimicontraticonnech 4541 7233 3043800 bimi. s i higan g micontasheenest

Home | Help | AccessibleMelp | SiteMap | Prvacy Report | Legout

Financial T " 4 o 3 SoBcitat Catalog N Grant O . Eeait

Account Information

Summary | Businessinfo | Addresses&Contacts | Users | Commodities Service Areas |  Affachments | W-8 Forms

Business Types

Here is the current list of business types associated with your organization. You can add new business types by clicking the "Add ltems” button. To modify Business Type
information click the 'View/Update’ link under the ing Business Types Assignments section next to the record you wish to update To delete a business type, click the

“Delete” link next to the record in the grid that you wish 1o delete

Any request to add a new Business Type that ks awaiting approval can be viewed by clicking the View Pending Additions button. Any request to update an existing
Business Type that is awaiting approval can be viewed by clicking the View Pending Changes' button

Existing Business Types
B Type ID B Type i Ne it Start Date Cer ion End Date ity Type Pending Changes

| | Add tems | View Pending Additions

Once the Add Business Type request has been processed and approved, your account
Business Types page will update with your new Business Type. This is illustrated in
next screen shot example. (Example: PROF for Professional Service). Business Types

updates and deletions can be made from this page.

EASIGMA Vendor Self Service 541722580550~ M. s b gon cometeonnact

Home | Help | Accessiletelp | SiteMap | Prvecy Repont | Logout

Lo |
L Account Information JETTTAE Busineas C Grant
Welcome, Lawson Summary | Bosinessinfo |  Addresses & Contachs Business Types Attschments | W-8 Forms

jmfmen  Business Types

‘Add ltems” bution. To modify Business Type
o update. To delele 3 business type. click the

Here i the current list of businass types associated with your organization You can add new business types by ¢
Information click the View/Update' ink under the Existi ypes Assignments section next 10 the recor
“Delete’ fink nexd to the recard in the grid that you wish to delete

Any request to add a new Business Type that is awailing approval can be viewed by clicking the View Pending Additions’ button, Any request to update an existing
Business Type that is awaiting approval can be viewed by clicking the View Pending Changes' butien

Existing Business Types
B Type ID  Busi Type Certi ion Mo Start Date i End Date Minority Type Pending Changes

PROF PROFESSIONAL SERVICE ViewUpdale View Pending Changes Deisle

| | l | Add ltems | View Pending Additions

Step 2.32 Select the Service Area tab.
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Service Areas page is used to add Service Areas to your profile. Service Areas page
lists State of Michigan counties for which you may provide goods or services
(commaodities). Service Areas also includes Statewide, Lower and Upper Peninsula.

Step 2.33 Select Add Items to see list of State of Michigan Service Areas.

¥ SIGMA Vendor Self Service o mihigan pov. sww michigan poviimicontrpctconnect A341.7-225 H338— 00 b, ‘um michigan govimicoednciconatst
Home | Help | Accessible Melp | SiteMap | Privacy Report | Logout
e |
T Account Information WG LT | Busi (o) Catalog Manag, Grant Grant A
Weicome, Lawson Summary | Businessinfo | Addresses&Confacts | Users | Commodities | Business Types Service Areas

Vigw Fraguently H

i Service Areas
Here is the current list of Service Areas on file for your location You can add new Service Areas by clicking the "Add Items™ button To delete a Service Area. click the
"Delete” link next to the record in the grid that you wish to delate

Any request to add a new Service Area that is awailing approval can be viewed by clicking the View Pending Additions’ button. Any request to delete an existing Service
Area that is awaiting approval is noted in the ‘Pending Deletion’ column

Exssting Service Areas

Service Area Code Service Area Zone Pending Deletion

_l _l _J _l Add ltems

VSS displays the Service Areas Choose page.
Step 2.34 Select your Service Area.

Step 2.35 Select OK.

| EISIGMA Vendor Self Service = i " AS01.7-225 S350 — 99 ner

. Home | Hetp | Accessibietelp | SteMsp | Privecy Report | Logout
| ol
s

Business

Business info |

Addresses & Contacts Commodibes

Welcome, Lawson I Users ] Business Types Service Arcas

Choose

Selact one or mo @nvice area zones o associate 1o your organization by clicking the checkbox next 1o the service area Zones you want to add To search for a specific
service area zone, enter a vabd service area zona in the Service Area Zone search feld and click the Browse button. Once your service area zones have been selecled
click the OK button. Click the Cancel button 1o cancel your changes and return to the Service Areas page

Browse Clear I

Service Area Zose
Service Area Zone
Aleona Courty
Alger County
Aliegan Courity
Alpena County
Antrm County
Arenac County
Baraga Counly
Barry County
Bay County

Benzie County

ﬂj Cam:eil
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VSS displays the Service Area page.

Step 2.36 Select View Pending Additions to view pending additions.

%I SIGMA Vendor Self Service seww michigan gou 45417225 50558 00 wiew michigan
) Home | Help | Accessible Help | SiteMap | Prvacy Report | Logout
e
4~ . Account Information WRILETISTIRE ' i L iti itath P Catalog B Grant Opp Grant
Welcome, Lawson Summary | Businessinfo | Addresses8Contacts | Users | Commodities Business Types Service Areas Attachments |  W-8 Forms

Service Areas

Here is the current list of Service Areas on file for your location You can add new Service Areas by clicking the “Add items™ button. To delete a Service Area, click the
"Delete” link next to the record in the grid that you wish to delete

Any request to add a new Service Area that is awaiting approval can be viewed by clicking the 'View Pending Additions’ button. Any request lo delete an existing Service
Area that is awaiting approval is noted in the 'Pending Deletion’ column

Existing Service Areas
Service Area Code Service Area Zone Pending Deletion

| | | | Add Items | View Pending Additions |

Similar to the Business Types update, VSS displays View Pending Additions — Service
Areas page that shows the Service Area you have selected to add to your vendor
record.

Step 2.37 Select Back to continue.

%1 SIGMA Vendor Self Service . 4341700 005000 ot LS e

Home Heip | Accesaible Help Site Map Privacy Report Laaeyt

Account information JZLTLEES 5 Catalog Grant O Grant

Weicome, Lawson Summary 1 Business Info | Addreases & Contacts 1 Users | Commaodities Business Types Service Arcas Attachments

View Pending Additions - Service Areas

Here are your new service areas awaiting approval

Service Area Code Service Ares Zone Status

ﬂ]@

Alona County New Change

45




Step 2.38 Select the Attachments tab.

The Attachments page is used to Add new attachments to your vendor record or view
existing attachment. Attachment file size is limited to 6 MB per document.

¥ SIGMA Vendor Self Service ‘www mchigan gov vt TUCPAMN TS Al 45417 35800 hami st PEhipan poweicent betzontatt
¥ Home | Help | Accessible Heip | SiteMap | Privacy Report | Logoul
=
"r:.__' LEI GG E N  Financial Transactions i ith i Catalog Grant Oy i Grant Applicati

Summary | Business Info |  Addresses & Contacts I Commodities | Busineas Types ] Service Areas Attachments

Attachments

Here is the current list of Atachments that are associated with your organization. You can add new attachments by clicking the "Add ltems” button
Any request to add a new Attachment that is awaiting approval can be viewed by clicking the View Pending Additions’ button
Existing Attachments

File Name Date UserID Attachment Type Description

| I | | Add Items

Step 2.39 Select the W-8 Forms tab.

VSS displays the W-8 Forms tab.

YA SIGMA Vendor Self Service Skl g Etgangoy ASH17.205 5056000 himd war michigan govimicontracteonnect

Home | Help | AccessivieHalp | SiteMap | PrivacyReper | Legewt

A
“'r:. Account Information JZLTY P ies S p Catalog Grant Opp Grant Appli
Welcome, Lawson Summary | Businessinfo | Addresses& Comtacts | Users | Business Types W-8 Forms

W-8 Forms

Here is the cumrent iist of W-5 Forms that are associated with your erganization. You can add new W-8 Forms by chcking the ‘Add
Items’ button. To modify W-8 Form information click the “View/Update' link under the Existing W-8 Forms section next to the record
you wish to update

Any request 1o add a new W-8 Form that is awaiting approval can be wiewed by clicking the “View Pending Addions’ button. Any
request to update an exasting W-8 Form that is awaiting approval can be reviewed by clicking the “View Pending Changes’ button

Existing W-8 Forms
W-8 Form Type W-B Form Version Pending Changes

_|_|_|_| Add Items

The W-8 Forms tab is used by Foreign Vendors. It will display existing W-8 Forms
associated with the foreign vendor account. This section is used to Add Items or
View/Update existing form information if available.

Refer to Section 7 — Register Foreign Vendor registration instructions if Foreign Vendor.
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Section 3: View Financial Transactions

Step 3.1 Select the Financial Transactions tab.

Review the Agreement Summary Search options displayed to search for, reference

and download your information.

K SIGMA Vendor Self Service ishy TR
Home | Help | AccessibleHelp | Site Map | Privacy Report | Logout
o
lg_ by Financial Transactions

Scheduled Payments Checka/EFTs

pamen Agreement Summary Search

Saerh = Towench ke Bgreamants e BEMTA cranr Bnd cick the Search buton

t 30 cick e FOF tumon

o = To\aw, Save. o Fraea P o g Lot ] bt
Refeance = Tovew rfersrces spreemect schacduied paymant and dibonerest slarration for seietted evcice Gtk e Relerence’ tution

Search for Agresments

Create Invoice/Request

Agreesent Type ~ Agreement Heig? :_Bo_lr_a ~ Transaetion Frem 1| 4/1/2014 a8
Deparmant:| -':J i .-B..".-'E V Tlmlln‘oi“ .E
Agreement 1D - | Address D | et
Search I Clear !
Agreement Agreement Tracking Transaction NotTYo Exceed Agreement
SISt Tyvpe Depanment 1o Mumber Date Amesuns Held? Closed?

Details | Download | PDF | Reference |

Step 3.2 Select the drop-down list to see the options for Agreement Type. Examples:
Contracts, Delivery Orders, Master Agreements and Purchase Orders. Note: Grant

agreements will be listed as Contracts.
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| FLSIGMA Vendor Self Service e mchgun gy S T 0 e b

Home | Help | Accessibletieln | SeeMap | Povacy Report | Lopout

e
)t';- 4 Account Information Financial Transactions W2 PR
Welcome, Radisson Apreements Scheduled Payments |  Checks®FTs | Tanlnformation | Invoices/Requests

Agreement Summary Search

Closed?: Bath w
Transaction Te:

Address ID

Lt ki 2w et R e
] % ce_tick Be Felence bonon
Aaresmct Tyve [ | Agreamntos?: [ Bolh v Transaction rom: (5172018 |00
= s

Agrerment D |

Search | Clear I

I T Mot To Exceed A Closed?

i T3 Humber Date Amouny ~ Encumbered Expen Held?

(] oY ] )

Create Invoice/Request I Details I Downlaad[ FDI’I Reference

Step 3.3 Select Purchase Order from the Agreement Type drop-down list.
Step 3.4 Select Search.
VSS displays Purchase Orders in the grid below.

The grid displays the Agreement Type, Department, Agreement ID, Transaction Date,
Not to Exceed Amount and more.
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W SIGMA Vendor Self Service ‘o michigan gov " AS41,7.225 5065800 b s michigan govemicontrctosanect
Home | Help | AccessibleHelp | SiteMap | Povacy Report | Logowt
RA
; Account information  [ZUERTEETR (FREET LA
Scheduled Payments | ChecksEFTs | Taxinformation | Invoices/Requests
A
taa CS\
S, of Prict & POF varsion of an agreemact
refaranced agre duted papment and
Soarch bor Agreements
Agreement Type: | Purchase Order W Agresment Heid? | Bolh v Transaction From :|4/1/2014 B
: j i 2:{Both M Transaction Te : 3
Agretnt ID'[ i Adddress 1D Fina I
+ Seamhl Ciunrl
Agreement Agreement Tracking Transaction Mot To Exceed Agreement
Selesl ype Repanment o Number Date Amount b 2 ouf Shaddy closed?
Puschase Oroer 171 17000000002 D1C42017 i) 495.00 000 €00 49500 No N
Puichase Order 171 170000000026 DUBL201T 0.00 49500 455.00 000 000 No Yes
E18 VTN (AN ) “

VSS returns results for Agreement Type selected. (Example: Purchase Order)
Step 3.5 Select the Purchase Order you wish to view.

Choose one of the options: Details, Download, PDF or Reference to see more
information on the Purchase Order.

Step 3.6 Select Details.

::-'_' SIGMA Vendor Self Service . 441,7-23%5-50648-—..00.harmi warw michigan govimicentractconnect

Home | Help | AccessibteHelp | SiteMap | Privacy Repon | Legout

Account information [ZIETIRTR IR RS0

Scheduled Payments Checks/EFTs

1 | Tax Information

~
urchase Order v Transaction From :'4/1:2014 s
:j Transaction To @ /|
Agrrement 10 | ) Find
Search I Clear I
Tracking Transaction Mot To Exceed A
Select Type Mo L L Held? Closed?
Purchase Order 171 1 0 O10aZMT 000 49500 0.00 0.00 49500 Mo No
o Purchase Ovder 171 170000000025 ovoeznT oo ' 435.00 43500 0.00 000 No Yes
Create Invoice/Request [ Details l Download ] PDF [ Reference [ v__

VSS displays the Agreement Information page.
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Step 3.7 Select the vertical scroll bar on the right side of your screen to view more
details about your order.

% SIGMA Vendor Self Service s michigun gox. it s g e ASAL7.325 5085800 e o michigan v

Home | Help | Accessible Help | SiteMap | Privacy Repert | Logout

Account Information [ZLEL=RIRIFLEE ]

Cataiog g Grant Opp Grant

Scheduled Payments | ChecksEFTs

Tax Information | Invoices/Requests

B A Agrsararit ko
Agreement Information

2 i

« Agreement ID

Agresment Type : P

Agteement 0 - PO

+ Vendor/Grantee Information

VendorGrantes Mame - Raduson Hobel Lansing

Additional information displays for Shipping & Billing, Buyer’s Info and Commodity
Line/Grant Information.

The Ship To: Bill To and Additional Details links can be used to see more information on
your order.

Step 3.8 Select the Reference link to view payment information for your order.
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Welcome, Radisson . |  Checka®FTs |  Taxinformation |  lnvelcesTequesis

ost Service Line Amouni  Total Cout

v SmoTo BHTe AciSoey Detaiy

VSS displays the Referenced Payments by Agreements page.

The Checks/EFTs grid below displays information for: Invoice Number, Invoice Line
Number, Invoice Received Date, Check/EFT (Electronic File Transfer) Number,
Payment ID, Status, and Amount.

Step 3.9 Select the Details link to view more detail and use the Navigation links at the
top of the page to navigate back to Agreement Summary, Agreement Information and
Agreement References.
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%! SIGMA Vendor Self Service e - AS41.7-225- 30550 19 himd ‘#ema michigan g

Home | Heip | Ascessiebelo | SieMap | Privacy Beoon | Legout

vy
p
"r_’_:,__ Account Information [EELMEREELLE LY
W Scheduled Payments | Checka/EFTs | Tax Information I Invoices/Requests
View Frequently BB aareement Summary Search Agreement Information > Agreement References

matamis - Referenced Payments by Agreement é

T3 page Capayl payTEt Negues a7 dabursement nformation reiated B the agresment selected Cice Tty 10 view 3 summary of related tansachon

« Agreement Information

Agrésmant ID - PO 17

Encumbared Amount 4

Oate - T10ANT W Dgoaiy
Scheduled Payment
Number Inveice Line Mo, Date tiD Status Scheduled Amount

Checks/EFTs é ¢
Inveice Number |lnysice B Ling No, ived Dote  CheckEFYT Number PaymentID Stoatus Status Date Amount

RADISTES 1 1060003939 EFT 171 170000005014 Pag 49500 Detlads

VSS displays the Check/EFT Information Details page.

Step 3.10 Select the vertical scroll bar on the right side of your screen to view more
details about your Check/EFT Information. (Vertical scroll bar is not shown on screen
shot below, but should appear on your screen.)

’S}GMA Vendor Self Service 08541, T 23640458 - 00 bt e mechigan gow mitontraciconnest
Home | Help | AccessibleHelp | SiteMap | Privacy Repont | Legout
el PUTLESEN Financial Transactions Catalog Grant Grant
gl Scheduled Payments | Checks/EFTs | Tax Information | Invoices/Requests
B Agreement Summary Search = Agres nformation Agreement Relerences = Chec'EFT Informaton

Check/EFT Information

= Check/EFT Information )
Status : Pad
« Vendor/Grantee Information
Vendor Granbes Mame - Radeaon Mode Larng Assignes Vendor Name -
Alas DA Assignae AlusDEA ©

Assignes Ventol Code
Assignes Address -

Wendorieantes Codo :
VendonGrantes Address |
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Step 3.11 Select the Scheduled Payments tab.

The VSS Scheduled Payments tab is used to view scheduled payment information for
invoices and funding requests. Refer to the View Frequently Asked Questions link on
the left navigation panel for more information on Scheduled Payments functionality.

Step 3.12 Select Search to view all Scheduled Payments, if any, or enter specific
search criteria in the fields shown. (Example: Invoice/Request Number, Address ID,
Department, Payment Scheduled From, Payment Scheduled To, Payment Status fields.

% SIGMA Vendor Self Service g L AL TS SR Sl St

Homs | Help | AccessibleHelp | SiteMap | Privacy Regprt | Logout

A
L

Welcome, Radisson Agreements Scheduled Payments Checks/EFTs ] Tax Information | Invoices/Requests

Search for Scheduled Payments

Invoice Requist Numbed - Payment Scheduled From : |4/1,2014 B
Address I : Find Payment Scheduled To: E
Department : j Payment Status L%
Search I Clear I

Select  Invoice/Request Number Received Date Department Payment RequestID Payment Status Scheduled Amount

Detai{sl Download | Reference

Step 3.13 Select the Checks/EFTs tab.

VSS displays the Checks/EFTs Summary Search page.
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R SIGMA Vendor Self Service gou g 4541.7.225 505580t =

Home | Help | Accessible Help | SiteMap | Privacy Report | Logout

¥

Account Information [ZTFLTETR A TESTS LN Opp: it icitat P Cataleg Grant Opp Grant Appli

Welcome, Radisson Agreements | Scheduled Payments Checks/EFTs Tax Information | Invoices/Requests

Search lor Chacks BF T

CheckEFT Number : Payment From: | 4/1/2014 :l
ChecEFT Status W Payment To: D
Search | Clear |

Select  Status Date CheckEFT Number PaymentIP Check/EFT Status Amount

Details ] Download | PDF | Reference ]

This page is used to search for Checks/EFTs information by Check/EFT Number,
Check/EFT Status, Payment From and Payment To Date range.

Step 3.14 Select Search to view all Check/EFTs information or enter specific search
criteria in the Check/EFT Number, Check/EFT Status, Payment From and/or Payment
To fields.

VSS displays Checks/EFTs information on the grid below.
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¥4 SIGMA Vendor Self Service e smiehign gy ek o o LAE41,7.278 055808 bl

m.mn:wn' Fovmioniractconnect
3 Home | Help | Accessible Help | SiteMap | Pnvacy Report | Logout
e

Account information EZLELEEIRIELIELLTIE B Op

Catalog Grant ¢ Grant A

Welcome, Radisson |  Scheduled Payments Tax information |

Invoices/Requests

LhecksEF T3 Ling Search

Save o Prnt a PDF version of an payment.

tact @ payment and click the 'PDF bution
ued payment informaton for selectad Payment,

Downioad To downioad the search results to 3 CSY e, chick the Downioad bution

Search for ChecksEFTs

CheckEFT Number - Payment From | 4712014 D
Check/EFT Status : ~ 03

Payment To :

Search | Clear |

Select  Status Date CheckEFT Number Payment ID CheckEFT Status Amount

012072017 1180004321 EFT 171 170000005338 Paid 91200

01132017 1060003933 EFT 171 170000005014 Pad 495,00

Details | Download | PDF | Reference |

Step 3.15 Select the Check/EFT you wish to view.

Step 3.16 Select Reference.

| BSIGMA Vendor Self Service awmichigs BABALT.235 59580, 00 1o bigan oy miccnuariconnet
x Home | Help | AccessibleHelp | SiteMap | Prvacy Repont | Legout
)
o™y Account Information [ o RIT i Opp P Catalog Grant O Grant
Welcomes, Radisson Agreements | Scheduled Payments Checks/EFTs Tax information 1 Invoices/Requests
Tos P for ChecksEF T enfer Search crdend and i the "Saarcy bulton
2 s, ok A cobumn heading
Checks’EETs Ling Seaech ment. selact & payment fom e fesuls
POF yroerd and click B POF tution
References n for selociad Payment
Dowricad chck the ‘Dowmnioad bulton.
Search for Checks EF TS
ChechEFT Numbser © Payment From = | 41,2014 &
Check/EFT Status : W Paymont To: m
Search | Clear
Select Status Date CheckEFT Number Payment D CheckEFT Status Amount
012072017 1180004321 EFT 71 170000005338 Paxd 91200
é o 011372017 1060002939 EFT 171 170000005014 Paid 495,00
Details [ Download I PDF I Reference I

VSS displays the Referenced Agreements by Check/EFT page. This page displays
agreement (purchase order) information related to the Check/EFT selected.

Step 3.17 Select View Details to view detailed information related to the Check/EFT.
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SIGMA Vendor Self Service ROp—— sgsngor s 1.5 058 s =
) Home | Help | AccessibleHelp | SheMap | Privacy Report | Logout
o]
/\‘.'. 5 Account information  [lZLFL R (FL TR [ Catalog g Gram & Grant
Welcome, Radisson Agreements |  Scheduled Payments ChecksEFTs Taxinformation |  Invoices/Requests
B Checks©FTs Summary Search > EFT
Referenced Agreements by CheckiEFT
to e {
~ Check/EFT Details
CheckEFT Nurnber |
Paymsent ID ¢ HO0EAT
ChecEFT Amount ;
CheciEFT Date : 01092017 Dot
Agresment
Agreement 1D Tracking Number ILL}MMLD_MQ Not to Exceed Amount Encumbered Expended Bmmgg OQutstanding Agreement Held? Closed?
+ PO 171 170000000026 01042017 455.00 49500 49500 0.00 000 No Yes Cetalls

Step 3.18 Select the vertical scroll bar on the right side of your screen to see more
details about the disbursement. (Vertical scroll bar not shown in screen shot below, but
should appear on your screen.)

The Payment Allocation by Line section displays information for Department, Invoice
Number, Payment and Net Payment Line Amounts. (Reminder: The Additional Details
link can be used to view information on referenced items and date by Line Detail.)

P SlGMA Vendor Self Service weww michigan.gov wewrw,mikc higan. g 4541, T.325. 50658 60 hirmi wwrw michigan gov micontracteonnect

Home | Help | Accessible Help | SiteMap | Privacy Repont | Logout

Ty

=

‘?l_ Account information Financial Transactions Opp Cataleg Grant Grant
Weicome, Radisson Agreements 1 Scheduled Payments Checks/EFTs Tax information 1 Invoices/Requests

« Vendor/Grantee Information

VendorGrantee Mame : Ra
AlasTEA
VondorGrantes Code © VS
VendorGrantee Address

on Hotel Larsing Assignee Vendor Name
Assignes AlasDBA
Assignee Vendor Code

A ds Assagnes Address © a
A 489331350

EFTs Ling Search

Intercepted 1 0.00
Dotfault Intercept Fee : 000
Supplomentary intercept Fee : 300

Net Payment : 435 00

Fayment Allocation by Line
Department Invoice/Grantee Request No. F Line Met P Ling

Technology. Management and Buaget RAD15783 49500 43500 Agditonal Detars

Step 3.19 Select the Checks/EFT Summary Search link at the top of the page.
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, SIGMA Vendor S(‘if Service wwtw michigan.gey ww michigan oy AS41,T. 22550568 . 0. himd wnw michigan. povimiconiaciconnect

Home | Help | AccessibieHelp | SiteMap | Privacy Repont | Logout

Account information [ZLELRIRIELERT L

Scheduled Payments ChecksEF T Tax information | Invoices/Requests

Checks®EFTs Summary Search > Referenc

Referenced Agreemer-\‘tsl by C'ﬁé-r';"kiEFT

CoahaEPTs Lins Sejech

« Check/EFT Details

MR EFT Numes - 10
Pyt 10
CheckEFT Amoant : 435
CheckEFT Date - 0LOXIH17

Agresment

Agreament |

Tracking Number Transaction Date Mot to Excood Amount A Held? Closed?

PO 171 17000

0102047 455.00 42500 43500 oo 000 Ne Details

VSS returns to the Checks/EFT Summary Search page.

Step 3.20 Select PDF to download the remittance information related to the check you
have selected.

#2 SIGMA vendor Self Service ishigen gou AT 208 SUGEY 00 Mt

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logowt
oy
Py
= Account information EZLETCRIRICTASILL RN B P Catalog Grant Grant A

Weicome, Radisson

Agreements

|  Scheduled Payments

Checks/EFTS Tax Information 1 Invoices/Requests

Check/EFT Summary Search

Search
Resuts
Datas

POF

Raferences

sion of an payment, seiect 3 payment and dick the POF butien
d schaduied payment informabon for selocied Payrment

Dioumioad To dowrioad the search resulls o 3 C5V file. chick the ‘Downboad” button

Soarch for Chacks TFTs

CheciEFT Number - Payment From : | 4/1/2014 i
ChecWEFT Status : w Payment To - /|
Search | Clear |
Select Status Date ChecWEFT Number Payment ID Check/EFT Status  Amount
DU2072017 1180004321 EFT 171 170000005338 Paid 91200
ol 0132017 1060003939 EFT 171 170000005014 Paid 455,00
Details | Download | POF | |

VSS downloads the Remittance Advice form.

The Remittance Advice forms displays Check/EFT Number, Check/EFT Date,
Check/EFT Number, Vendor Code, and more.
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Notice: This iz mot an official check or

EFT notification. It may not be nsed ac STATE OF MICHIGAN CheckEFT Mo: 140003930
1 substitute for the original document REMITTANCE ADVICE Check EFT Date: 12017
received,
Vendor Code: VS50 Docmment D% EFT 171 170000005014
Vendor Mame; Badizston Hotel Lansing CheckEFT Amount: 48500
AliasDBA: Amount inchides freighs and/or is net of discount
Assimee Name:
Aszignee Alias TBA:
Technolozy, Manazement and RADISTES 40500 40500 B0 Check Description
Emdget

Step 3.21 Select the Tax Information tab.

VSS displays Tax Information Search page. Tax Information page is used to search for
Tax Forms previously issued to you.

K{SIGMA Vendor Self Service weoew michigan o, A AS1T 235 SOSEA. 00, btmi ‘woww michigan gow micontraciconnect
Home | Help | AccessibieHelp | SiteMap | Privacy Repont | Legewt
Ty

Al Account information [Ra R

‘Weicome, Radisson ] Scheduled Payments |  Checks/EFTs Tax information

Tax Information Search

Calendar Year :
Search I Clear |

Calendar Year Tax Type 1099-5 Form Number Payer Name Tax ¥ y Tax Forms

Step 3.22 Enter Tax Year in the Calendar Year field.

Step 3.23 Select Search.

VSS displays Calendar Year tax information on the grid shown below.
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¥LSIGMA Vendor Self Service Wrwrw michigen. gov. warw smic higen ovmicontraciconnect, 4541,7:226-60558-.- 00.nbmi. warw michigan. govimicoatractconnect

Home | Melp | Accessible Help | SiteMap | Privacy Report | Logout

(&
'r' TR BTN Financial Transactions pp p Catalog Grant Opp Grant

Welcome, Radisson Agreements | Scheduled Payments |  Checks/EFTs Tax Information InvoicesRequests

Tax Information Search

Calendar Year: | 2017

Search I Clear |

9 Calendar Year Tax Type 1099-S Form Number Payer Name
2017 1099MISC State of W

| [Pre] et J[ tast |

an Office of Financial Mgmt 90100 View View BDFE

Step 3.24 Select the Invoices/Requests tab.

VSS displays the Invoices/Request Summary Search page. Similar to Checks/EFTS
tab and functionality, vendors use the Invoices/Requests tab to search for existing
invoices or create new invoices that will reference an agreement (contract) or purchase
order.

Note: Create Invoice/Request functionality can also be accessed from the Agreements
Tab as shown in the screen shot below:

The next few steps cover instructions on how to “Create Invoice for Grant Funding
Request (GFR)” for Grants users (grantees).

There are four steps for completing an invoice (GFR):

e Header Information

e Line Information

e Comments/Attachments

e Funding Request Summary

Step 3.25 Select Search to search for Agreement Types equal Contracts.

VSS returns results for Contracts.
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Financial Transactions

Checks/EFTs Tax Information Invoices/Requests

Agreements Scheduled Payments.

it Rivasis

e invocaRequss!

g, Chek e Fifeence’ bulton

Search for Agreements

Agreerment Type : | ~ Apreement Hetd? : | Both Transaction From :[5/1/2014 =
Department : j Cueed?: [Both V| Transaction To : /|
Agreement 10 : ] Address 1D Fied
Search I Clear I
T ™ pepartment et g N aount | Encumbered Expended Retained Outstanding oo™ ciosear
Conlract 751 170000000008 050172017 000 7,000.00 0,00 0.00 1200000 No No
Contrac! 751 170000000070 050172017 0.00 5.000,00 0,00 0.00 999900 No No
Confract 751 170000000052 D4720/2017 0.00 0.00 0.00 0,00 1500000 No No
Confract 751 170000000038 0411072017 0.00 2525000 0.00 2400000 No No
Contratt 751 170000000014 000 1 000 151498875000 No No
Contraci 5 170000000006 ov20/2017 0.00 15,000.00 0.00 1500000 No o

| [Erev ] [Wext ][ Laut]

Creats Invoice/Request | Details | Download i PDF I Reference |

Step 3.26 Select (check mark) the Contract for wish you will create an invoice/request.

Step 3.27 Select Create Invoice/Request.

Account Information  [ZLETLEETRIETER TS LH

Checks/EFTs Tax information

Agresments InvoicesiRequests

Scheduled Payments I 1

| View All Details | Submit Question |

Agreement Summary Search

Saach for Agreements

Agreement Type : ~ Agreement Held? - | Both W Transaction From $/ 51,2014 =1
’ Closed? : th w
Deportment j Both Transaction To : i

Aumnnn.[ Addeess 10 Fnt i
Search | Clear [

Select Sareyment Department ?:mm; gl e W . LL: duts :mu? Closed?
5 17000 ] coo : 0.00 ) Na O
751 170000000070 000 0.00 No No
7 170000000062 0420207 aoo 000 000 No No
ol 75 170000000038 04102017 000 25:250.00 1,250.00 No
17000 4 a3 7 0.00 15.000.00000  11,250.00 0 No e
5 170000000006 DX202017 000 15,000.00 0.00 No No
| | | |
Create Invoice/Request | Details | Download | PDF | Ref |
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VSS transitions to Header Information tab.

Step 3.28 Enter Total Amount requested in the Total Amount field. (Example: 1000 for
$1000.00)

Step 3.29 Select Go to Next Step.

| Account Information Financial Transactions

Scheduled Payments ] Checks/EFTs | Tax information ] Invoices/Requests

1 Hoader information [l 205 Ec & EX Funding Request summary

Canced Request | | Go To Next Step |

¥ Header Information

Grantes Name : Kencal 7
Agreement ID © 17000

W65 Grantes Request Number: GFRADDOINO00GO0001
. Total Amount ;

Totai Request Date : 050272017

= Payment Address Information
Address D .-
Streat 1 201 N Washington Sq
Stree1 2:
City : Lansing
State/Province : hi
Zip Code © 439331321
Country : s

w Contact information

ContactiD: ... Firidt
Contact Name © Kesy Parker
Contact Phone © 1234567650
Contact Phone Ext :
Contact Email -

Cancel Request Go ToNexi Step |

VSS transitions to Component Information tab.
Step 3.30 Select the Line Number (Line No) in Component Information tab.
Step 3.31 Enter Amount in the Amount field. (Example: 1000 for $1000.00)

Comments are optional.

If there are multiple components they will show up within this section. Once the Line No
(number) is chosen, the amount field will be open to add the amount requested. The
current amount remaining will default into this field. If not requesting the full amount
remaining, remove the amount and enter in the correct amount. If Budget type
categories (sometimes used in grants functionality) are used, choose the drop down to
include each amount requested by category. If category is blank there is no specific
budget category defined. If another line is needed for another category select Add Line
and continue. There are options to add/delete lines as you need them. Note: may
receive warning message related to funding request if the amounts do not match or the
request is not for the full amount remaining. These are warnings only.

Step 3.32 Select Go to Next Step button.
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VSS transitions to Comments/Attachments tab.

Account Information Financial Transactions

Agresments

Scheduled Payments |  Checks/EFTs | |

n Header Information ﬂ Comments & Attachments n Funding Request Summary

Add Line | | Delete Line | | Selecl Al Lines | | UnSelect AllLines | Cancel Request | | Previous| (Go To Nexd Step

Tax Information Invoices/Requests

Line No Description Information for New Reguest Information From Agresment Comments (Optional)
Period From: o oo B
Pericd To : i m Grant Start Period : 0 17
04r30201 = estng
7 Grant End Period
1 # n

Amcunt : 1000 Component Amount: 52525000

Category: | v Ref Comp Number - 1

Remaining Amount: £00
Add Line Delete Line Setect All Lines UnSesect All Lines. Gancel Request Previous o To Next Step

Step 3.33 Select Attach Files. Most requests will require additional documentation
which should be attached here.

| Account Information Financial Transactions

Checks/EFTs

Agresments Schaduled Payments

|  Tax information |

InvoicesRequests

fols have 1 messages
| Waméng " Amount in Information for New Grant Funding Request d0es not malch Amount for same line in Infommation from Agreemant
View AR Delass Sulemit Queeston

Do B Draririnss v

Attach Your Files (Optional)
If you have files that want 10 inchute a5 part of your request. click the ‘Altach Files' bufton
Alach Fies|

The folicwing attachments are currently part of your msponse. 1 you need 1o delete an atiachment. ciick the delete bution(38) next 10 the Rem you wish to delete
File Name Date UseriD Proprietary Flag
Next Last

b
Comments ©

Cancel Requesl | - Previous | | Go To Next Step

Step 3.34 Select files to attach by selecting Browse and Attach Files. Files attached will
display within Comments & Attachment section when added (see screenshot in Step
3.35.)

VSS displays Add Files page.
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Account Information ERIUELI-SIREELES- S

Business Opportunities  Solicitation Resp Catalog Manag Grant Opp ities  Grant Applications

Agreements

Add files

Scheduled Payments | Checks/EFTs |  Taxinformation |

Invoices/Requests

Use this page to add attachments to your request Click "Browse' to select a file

Rt Browse... |7 [Standard v|

r.;n.! Browse ‘ Standard V|

Fite 3 I Browse... | "™ [Standard v

B Browse J Standard v |

Browse.. |7 |Standard v

!|t|.’5'i

+ Attach Files | Cancel |

Step 3.35 Enter additional comments for the overall request in the Comments section.

(Comments are limited to 60 characters.)

Step 3.36 Select Go To Next Step.

Financial Transactions

Scheduled Payments

Checks/EFTs

Tax information

B |8 Co——

ur Files [Optional)

fikes that you want to intlude as par of your request. CBck e "Allach Fies’ buflon
AL s

Manage Your Attachments

Invoices/Requests

The following attachments are cumently pan of your response It you need 10 delele an aftachment, chck the delete f-l.“--)l'-.a's next o the fam you wish 1o delefe

File Name Date User 1D Proprietary Flag

v 8% Tesing B VESdocx S27  UATTesting - Standard

b
Comments . <.

h N

Cancel Request | | Previous | | Go To Next Step |

VSS transitions to Funding Request Summary tab.
Step 3.37 Review Funding Request Summary information.

Step 3.38 Select Submit. (Optionally, select Cancel Request to cancel or select
Previous to go back to prior sections for updating information.)
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Account information [ZLERRRIETER LY

Agreements |

Checks/EFTs 1

Tax Information InvoicesRequests

| 1 [P 2] B & % Funding Request Summary

+h
Cancel Request Previous

w Header Information
Grantee Hame : Hand

AgresmentiD: 3 & Request Date :
Total Request Amount @ 1000 00 Comments : Sew

iodes Grantee request Number @ GF

ached files for required documentation.
¥ Payment Address Informatien
Streat 1: 201 N Washingion Sq
Street2:
City : Lansing
State/Province : 11|
Zip Cooe © 489331321
Country - s

¥ Contact Informatio

Contact Name ; Kol
Contact Phone
Contact Phone Ext. ©
Contact Email :

Component Line Description Guantity Unit UnitAmount Period From Period To  Amount  Category Remaining Amount Comments (Optional)
1 MAEAP Tethinical Asistanc

050127 DAA0Z0TE  §1,00000 v $000  Testing
File Name Proprietary Flag

Testng for V35 .docx Stancand

Cancel Request | | Previous | | Subm Request e

VSS transitions to Thank You! page.

The Thank You! page displays additional information on how to check status of your
request.

(FURLVEIRIEUERTE VLR Business Opportunities  Solicitation Responses  Catalog Management  Grant Opportunities  Grant Applications

Agreements Scheduled Payments | Checks/EFTs |  Tax Information

Thank You!

| Invoices/Requests

Close I Print |

Use the Print to print a copy of your Grant Funding Request.

Similarly, the same steps used to create Grant Funding Request are followed to create
an invoice for an open purchase order.

Step 3.39 Select Search to search for existing purchase order for which you would like
to create invoice.
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VSS displays list of purchase orders as shown below.
Step 3.40 Place a check mark by the purchase order line.
Step 3.41 Select Create Invoice/Request.

Repeat the steps 3.28 — 3.38 to complete and submit the invoice. If you need
assistance with this process, please contact the SIGMA Help Desk.

KISIGMA Vendor Self Service o0 wwmmictigan g: A1 1225 5084300 it . michigan govimicomraciconnect

Home | Help | AccessipleHelp | SieMap | Privacy Repon | Logout

Account Information [ZUERRTRIETEEI Y

Welcome, Snow Scheduled Payments

Checks/EFTs

| Tax Information

Invoices/Requests

~
0N
Sea Apresrrenis.
Aqreesment Type | e Agreement Hela? : | Both v Transaction From: 5120114 3
Depertment j a2z | Botly v Transaction To ! rj
Agressment ,0:[ Addzess i) : Fas I
+ Searchl Clearl
Agreement Agreement Tracking Transaction Mot To Exceed Agreement -
Select  rype Department Number Date Amount ~ Encumbered Expended Retained Outstanding g, e
+ v Purchase Order 171 170000000218 03022017 100,000.0¢ 56,790.00 000 $6.73000 No No
Master Agreement 171 170000000007 4062017 1,000.000.00 0.00 000 000 100000000 No No
+ Create Invoice/Request | Details | D | POF | Reterence | ¥
<

The next few steps cover Search for Existing Invoices.
Step 3.42 Select Invoices/Requests tab.

Step 3.43 Select Search to search for existing invoices.
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KLSIGMA Vendor Self Service e : 45417226 5055800, i i e —

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout
o

Financial Transactions

Welcome, Radisson ] Scheduled Payments 1 Checks/EFTs | Tax Information Invoices/Requests

Invoice/Request Summary Search

g chck the FOF button

Featerence

for he salected racond. CBck the Referance bulon

Saach for irvoices Requests

Invoice/Requast Number : Fully Paid?: | NO v InvolcaTequest From : /12014 8
Toteh Amout - Anoves 1) '_"’I InveiceRequest To : B
InvoiceRequest S1atus @ v
Agreement 1D :

Search | CIearI

Select  Invoice/Request Number Record Date Total Amount Invoice/Request Status Total By Status Tramsaction ID Scheduled Paid Amount FEully Paid?

| AGEEN T |y |

Create Invoice/Request Details Duwnloadl PDFl Reference

Step 3.44 Select the Invoice line you wish to view.

Step 3.45 Select Reference.

| ¥ S]GMA Vendor Self Service warw machigan gov . 5417235 S0858--, 00 himl wwrw michigan gorvimicontraciconnect

Home | Help | AccessibleHelp | SdeMap | Prvacy Repent | Legout

Account information [SUEL=EIRILES U0 Catalog Grant Grant

Welcome, Radisson Agreements. 1 Scheduled Payments | Checks/EF TS ] Tax information Invoices/Requests

Invoice/Request Summary Search

Sewen
Search Rgsuts

Craate

Vg HQUESIE Kol FOUr SOCOUNL rber SAArCH Crlna and CRCK T Seandy Bulion

vorin Feoued

the Agreemert Summary Sesrch sags
Dowricad
FOF

Reference T Raference ustr

Sarch for invoices Requests

Invalca Feuest Nmisr Fully Pai?: [ No W ImvoiceRequest From : [ 41172014 =z
Total Amount Agdress 10 Fd Invvosce Reguest To D
Ivvorc e/ Request Seatus. ~
Agresment I
[Seweh [ oo |
Select  Invoice/Request Number Record Date Total Amount Invoice/Request Status Total By Status Transaction 1D Paig Amount Fully Paid?
9 A 3 01/042017 $19500 Pending Approval BAVSS 171 170000000003 $000 No

Create Inwodl:eJRequestl Details | Down[aad’ PODF | Refuvenf.el

VSS displays Referenced Transactions by Invoice/Request page.

Step 3.46 Select Details.
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K 516 MA Vendor Self Service e b o W, michigan govimiconiraciconnectiASA1, 7. 375 SOSCE DA bl e TC R (o ANt et Srer]
Home | Help | Accessible Help Site Map | Prvacy Repont | Logoul

"_"— s Account Information [T TSETR P TES T2 LT Catatog Grant Grant

Welcome, Radisson Scheduled Payments | Checks/EF Ts 1 Tax Information Invoices/Requests

B inveice s

Referenced Trah.saéti.o”ns by Ihﬁaice!Request

yrmmary Search R

Dutals. - To v more details Bbout 3 Fantacton select & Wantaction and chok Dotads bk nerd 10 the desited trantacson

invosce Request Number
Totsl Amount ; 5455 00

Agreement
Agreement 1D Tracking Number Transaction Date Mot to Exceed xp g Ag Held? Closed?

_]_I_j _i 435,00 0.00 43500 No o Detaits

Scheduled Payment

VSS displays more detailed information about the invoice selected.

Step 3.47 Select the vertical scroll bar on the right side of your screen to see more
information, including Commaodity information.

Step 3.48 Select the PDF link in the Agreement ID area of the page.

#4SIGMA Vendar Self Service v michigan G it VA (e IO BCIEARREET K541 7 375 50558 B0 . s U RAGAN e T OATIAEI AT S

Home | Help | Accessibie Help | SiteMap | Privacy Report | Logout
o
i

Account Information [ZLELEERICTEEE LU

Welcome, Radisson Scheduled Payments 1 Checks/EFTs

Agreement Information

 Search Referenced Transactions by InvoiceRequest

« Agreement ID

Agreesnent Type : Purchase Crier

Agreesnent 10 : PO 171 170000000020

« Vendor/Grantee Information

VendorGrantee Rame : Radisson Hoel Larsing Contact : Jus
AlasDRA - Contact Phone : 517
Address Code : ADOO2

VSS displays a PDF version of the Notice of Award Final.
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Notice: This is not an official contract document. It may not ' Apreement Mmber: PO 17117
be nsed as a replacement for the original award. SE;ECgFD‘rﬂ;?S{? Modification Nimnber:
R T Page T
Vendor: VE00M50L Buryer Infomeation:
Vendor Hame: Fadizson Hotel Lansing Mame:
AlizsDBA FPhone Mumher:
Comtact: Tustin Radisson Emal:
Comtsct Phone: 517-437-6644 Tezuing Oiffice:
111 M Grand Ave Mame: Dept. %5 Procumamment Buyer
Swite 777 Fhone Mumnber: 2813308004
Lansing, MI48933-135) Email: travis hessigicgl com

Dioqumen: Descripdion. TES 15780
Modification Fesson:

Original Start:

Revised Start

Crigingl Amomz: 540500
Bevised Amomt $405 00

LINE INFORMATION
COMMODITY LINE TYPE  COMMODITY COMMODITY LINE - QTY UnIT DISCOUNT LDNE UNIT AMOUNT SERVICE SERVICE END LINE TOTAL AMOUNT
I DESCRIPTION STARTDATE DATE
Ttem 07130 Horel Mol 500000 DAY bo.o0 485 W0

Accommodstions {Tncl. :
Lodges, Resoris, Bed!
Bregk

Step 3.49 Select EXxit to close the Notice of Award Final PDF.
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Section 4: View Business Opportunities/Solicitations

Step 4.1 Select the Business Opportunities tab.

4 SIGMA Vendor Self Service i o R

Home | Heip | Help | SiteMap | Privacy Report | Logout

Testng the NIAT Technology, Management and Budget Fublahed On = 4517 Open
NUAL - 171 1700000000000600001 MIMEERLY DAVIS Pl Vo
TIRT 19,55 P T
— Fhiasi L s Closing On © T/ 9 PM EQ
ity J Time Left: 83 Days, £9:00.23
Insert Fosted On
State of Mickigan RFQ for musiple Soms Technology, Management and Budget Fublshed On 41317 Open
RFG - 171 - 170000000028 ARLENE WITTENBERG Adaphcien Lo
ot Closing On: 27T 7:58 AM EDT
s N Time Left; 13 Days, 16,5723
osent Posted On
teit Technology, Mansgement and Budget Published On - 4717 Open
RFQ. 171 . 170000006325 CHENOA REYES Amanded On
e Closing On | 4147 7:55 AM EDT
Furmay De Time Left: 5 Days, 16:57:23
Insent Posted On
12 dagt sacial & Technology, Management and Budget Publshed On - 22717 Aowarded
AFP - 171 - 170000000024 WELSEY DROSTE Amecded On
Closing On | 27T 1900 AM EST
gy Ceuly Time Left. Expined
CopIgE & 3061 3015, (01 Tecnocopee 100 Songont e AL RGNS Raterars Ut o P soteary B Sutjedt 3 O3 Tecaackpes 3ng Sohoces i ICHCAE Bpreement  C0s ARGEOGE § 8 3 egumens 2 O TechnoRgml ing

A summary of all Solicitations can be found by selecting the Solicitations sub-tab under
the Business Opportunities tab. This list contains all Solicitations. From here, you can
view summary and detailed information about the Solicitations. You can refine your
search for solicitations by selecting one of the following quick links:

e All Solicitations - View all solicitations in the system. This is the default view.

¢ My Commodities - View solicitations only for your registered commodities.

e Open Solicitations - View solicitations with the solicitation status of Open.

¢ Closing Soon - View solicitations that are closing within the next 10 days.

e Recently Published - View solicitations that have been published within the past
7 days.

¢ Recent Amendments - View solicitations that have been amended within the past
14 days.

e Recent Intents - View solicitations that have Intent to Award created for them in
the past 14 days

69




e Recent Awards - View all solicitations that have been awarded in the past 14
days.

Step 4.2 Select the Advanced Search link.

Adanced Search

5 SIGMA Vendor Self Service g sttt s

Home | Help | Accessible Heip | SiteMap | Privacy Repor] | Logout

Account information  Financial Transactions =TT S T2 "] 0 Geant
Solicitations My Watc hlist ] Purchase History

Search for Sobcitations

Show Me ... aus MyCommodities  Cpsn Sob GClosing Seon  Fscenths Publshed  BrcentAmendmants intents  BeceniAwards
Keyword Search Go & F
B | Lagt |

Sofigitation Dec Tipe Dates Stats

Tasting the NIAT Technology, Management and Budge! Published On - 4517 O

HIMBERLY DAVIS
1459 PM EDT

Firsaems & Amma

2atn of Micragan RFG Ror mattiple Sams Technology, Management 3nd Budge!

ARLENE WITTENBERG
: 785 AM EDT

Technology. Management and Budget Open

CHENOA REYES

Technolegy, Management and Budge! Awarded
KELSEY DROSTE Amended On

Closing On - 2717 11-08 AM E5T

sy Dl

—_— Time Lett  Expared

CopyTgrt € 2001 Jitd O TRPATOR B0 BOLO0N N0 AN RGN REHETVED URE 37 1N IORAME I betoedt i OO THOMSOgRS BT SOASCRY S0 ICARBE BOrEATAN  CO: ATVINUGE © % B FRGEINTRD FROMTNL O TG00 TRIRRCRpd g Raatony o

You can refine your solicitation searches by using the Advanced Search link on the
Search for Solicitations page. Selecting the Advanced Search link allows you to narrow
your search using the following search criteria:

e Keyword Search - Narrow the search using a term in the text field. The Keyword
Search scans the Solicitation Number, Solicitation Description, Department,
Commodity Description, and Buyer Name for the keyword.

e Status - Narrow the search by selecting a solicitation status from the drop-down
menu to display solicitations with the selected status.

e Type - Narrow the search by selecting a value from the drop-down menu to
display solicitations with the selected type.

e Category - Narrow the search by selecting a category from the drop-down menu
to display solicitations with the selected Solicitation Category.

Step 4.3 Enter your information in the Advanced Search fields.

Step 4.4 Select Go to search.
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e michign oy S4T30 o e michigan gayimicsnbectsonnect
Privacy Report | Leogowt
Sofictations Purchase History
Search for Solicitations
ShowMe... au My Cpen Closing Scon | Recently Published Becentintests | Bacent Auacds
HKayword Search 5a
Satus ~
Type : [T
Bt | Last
Selicitation o DeoVBuverCategoryifolicitation Type Rates alatus
Technokogy, Management and Budget Published On © 4517 Open
POOTEO0000 KIMBERLY DAVIS Amanced On
Closing On
== Firamms & Ammo
Tmmany e a8
Irtent Pasted On
it aams Technabogy, Management and Budget Fubished On - 811317 Opeen
RFQ - 171 - 17000000002 ARLENE WITTENBERG Amaended Cn
i Closing On - 427
Emmany oo Tima Left: 12 Days, 2433
intert Posted C
st Technology, Management and Budget Publshed On : ATAT Open
RFG - 171 - 170000000923 CHENOA REYES Amanded Ca
Closing On : 418717 7.55 AM EDT
Tiene Left: 4 Days, 213304
intent Posted On
Technology, Management and Budget Publaked On = 22717 Awarded
AT . A TAn W24 WEL SEY RENETE Amenced On
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4.1: Respond to Solicitations

Step 4.1.1 Choose the solicitation to which you will respond.

Step 4.1.2 Select Details.

— - S S
7 SIGMA Vendor Self Service L4407 08 $0488 - S e g gt
Home | telp | Accessible Hely | SeieMag | Privecy Report | Logout
3»1
‘lf’. Financial Business Opportunities L: . Grant.
Welcome My Watchlist ] Purchase History
Mot | Las |
Solcitativn Catey Stabus
Testng e MAT Techaclogy, Management nd Budget Published On = &/17 Open
NIAT - 171 - 1TE000DOGAOS000M000 HIMBERLY DAVIS Asarded On
Closing On - TH817 11 55 PM EDT
T Firaams & Ammo
ey £ Time Lot £3 Days, B5:36-58
inbant Postes On
State of Mechigan RFQ for mutpls Sams Technology, Management and Budget Fublished On . 477217 Open
2 ARLENE WITTENBERG Amanded On
mrr EDT
Cona Clasing On :  &20017 7 55 AR EDY
n Time Left: 13 Days, 05:32.95
iobent Pested On
best Technology, Management and Budget Published On - 47117 Open
REQ- 174 - 170000000025 CHENOA REYES Amanded On
T Closing On :  AM&1T 755 AN EOT
ey Reat Tie Latt & Days, 163258
intest Posted On
12 fest el @ Technology, Management and Budget Published On - 22717 Awarded
REP - 171 - 170000000624 KELSEY DROSTE Amanded On
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VSS displays the Solicitation Response page.

Step 4.1.3 Select Respond Online.
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You can respond to a solicitation by selecting Respond Online on the Solicitations
Details page found within the Solicitations tab. This navigates you to the Solicitation
Response page where you can enter your response.
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Response Type

Unet Price - $10.00
Delvary Days © 13
Specificabons - 3 o
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There are five (5) steps in the Respond to Solicitation process.

Respond to Lines
Criteria Response
Attach Your Files
Discounts/Comments
Review/Submit

abrwnpeE

Step 4.1.4 Select the appropriate Response Type option from the Response Type drop-
down. (Example: Bid)

If indicated enter the Unit Price and Delivery Days for each commodity line.
Alternatively, you can enter the Contract Amount if indicated. You can also enter
Comments in the Comments field. If Specifications are populated and you have
alternatives you can select the Alternative Specs Submitted flag and attach any
specifications to the Solicitation Response in Part 3: Attach Your Files.

Step 4.1.5 Select Go to Step 2.

¥ SIGMA Vendor Self Service o mbenigan g s A1) 208 449 S b

Home | Heip | Accessibletelp | SteMap | Privacy Repod | Lopout

B Rompoms b din mm . fsneietimmeri m
o

s
Respond to Lines. [No Responss for Solctaion [Uings Ho Rasponss for Sobolato

[Copy SaviiBaTe :
ety o Responsa for Lat [undo e Respanas for Led
Descrption Your Ofter
BRICKS, CONCRETE Requested Guantiey  50005F Comments
s ”

Spacifications

Alternate Specs Submitted

Description Your Offer

GENERAL CONSTRUCTION - Response Type - | ge v Comments
ARCHITECTURAL

Contract Amount . 187 1)

VSS transitions to the Criteria Response page.
Step 4.1.6 Enter appropriate information for Criteria Response.

This section will contain specific criteria on which the response will be evaluated. Some
criteria may have a required response and must be completed before the response can
be submitted. If the response type is Text and there is insufficient room in the field to
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complete your response, you may type “See Attached” and then attach detailed
response information in Part 3: Attach your Files.

Step 4.1.7 Select Go To Step 3.

B SIGMA Vendor Self Service o s s
L

ke hasi mmm

£ Pravisu e

Sre Fom tha vBAcor probie 850 B Show Bare 1o RfOrmatonal Eurposes

ame  Weighting Faclor % Dollar Vabse Cap §  Inchade 7
£
These Ertens wil be uied i he $5508880n respOnte AveloBlion BIECESE
criteria with this.
Criteria Detoription Response Required Mandatory YES Anwer  Response Type Exprcted  TextResponse | YesMa Response  Date Response  Number Response
Froe G0 Tetst 0 Fust Nt Prey Last

w0 T E

[Copprgm 20 2018, £O) Teomronges 3na Saktom T A8 A ARG L U BESSn B SS0iect 37 CO1 TRCRROIG0NE B0 BELOORE e SUATAE DPMmARt SO ADINIE 8 3 TEIRIRS WROMTNY of £t TACAASO[ES B SOUEHE ML

VSS transitions to Attach Your Files page.

Attach relevant files to the response. Allowable file types are: .doc, .docx, .pdf, .xIs,
Xlsx, .zip, .jpg, .txt, .xps and .bmp. Attachment file size is limited to 6 MB per
document.

Step 4.1.8 Select Go to Step 4.
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Home | Help | AscessibieMelp | SiteMao | PovacyReporn | Logout

i
Welcome, Lawson

Wiewr Froguently
Asked OuesBions

Fresgpond To Lings
Croerg Rusgonse

Aiach Your Flay
Dissounts | Coemenant

= Ml Responses ¥ Orins Riesgonsas Probibised. N
foa s i Responses To @ Resgonse

My Response

W Respond To Lines 2 ez Response D Attach Your Files. & DiscountsComments

Attach Your Files (Optional)

I you have Siles you wenid ke 1 inchude 55 part of your respante. chick the Allsch Files bution beiow

[Anach Fres

Manage Your Attachments

The follzasrsg attachments are currently pan of youl response If you need 1o Selets B0 aRschment ik the delete bution{#8) next 1o the flem you wish 1o delete

File Name  Date UseriD Atiachment Type

VSS displays the Discounts/Comments page.

Cepyl Previous Bave G6 To Siep 4 Exf

The Discounts/Comments page is used to add Net discounts and make overall

comments regarding the Solicitation.

Step 4.1.9 Select Go to Step 5.

W< SIGMA Vendor Self Service v e
Home | Helo | AccessddeMelp | SiteMac | Erivacy Beport | Logowt
L
o Account Financial Business Opportunities c Grant Grant
Solicitations Wy Wasichiist | Parchase History
Lm—... Events
My Rosponse

A Respond To Lines & Crteria Response m B puscouns commaans m

Discounts [Optonal)

M pou wenia bue b oflar B Sactunt lor aidy PEpment please tomplits the Rltwing sptensl abemusen

Lwill oMer & % discount for payments mads within[ |4

will oiter 3 = discount for payments made within

Vil oler & % dircount for paymenats made within i

1 will offer & ' dincount for paymeats made within days of leveica

Overall Response Comment (Optionasl)

Al FesponIe Cammert Pt compietn Ihe Mlcwing ortenal mioematon B yoy ned more Tan 1500 charsctent of Rave multcl
crmmants a3 & e sltschment o The ‘Aflsth Your Filay” siep

VSS transitions to the Review/Submit Response page.

Step 4.1.10 Review your Solicitation Response information.
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Step 4.1.11 Select Submit to submit your Solicitation Response.

B4SIGMA Vendor Self Service o s st 2s st

Home | Help | Accessible Help | SiteMap | Privacy Repor | Logowt

My Response

Koy Pravieisl Bave Sobmi Exi Pring

VSS displays Response Submitted Successfully page.

¥ SIGMA Vendor Self Service 4417 3E asan— o0 min
Help | AssessibleMelo | SteMap | Povecy Beeon | Logout
a8
ot Account Information  Financlal Transsctions [l TR Ly DT Catalog Grant Grant
Welcome, Lawaon Solicitations My Watchiist | Purchase History

Miew Fy

Ftesaenty You have 1 messages
Anked Queskony Than

rmation  Thank You Your Submitied fesponse can be found Under the “My Hesponsea® tab Navigals 1o any lab to contmue
View All Details l Submit Onﬂsliun]

Response Submitted Successfully

Thank You

Your Submitted Response can

be found under the "My Responses” tab

Click any tab to continue.

Your response has been submitted. You may modify the response any time prior to the
Solicitation Close Date/Time. This will be covered in Section 5 Solicitation Responses.
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Section 5: Review and Modify Solicitation Responses

Step 5.1 Select the Solicitation Responses tab.

B SIGMA Vender Self Service e

Home | Melp | Accessible Help | SteMap | Privacy Report | Logout

Welcome, Lawson My Responses

[T — Saarch For My Responses
Asing Questony

Froes 140 4 Totst 4

Link to Response Created By Responss States B D, Status Closing Date
eq

Froen 1104 Totst 4

VSS displays the Solicitation — My Responses page.
The My Online Response page is organized into the following sections:

e Error Summary: Displays error messages related to your response and allows
you to ask questions about the error. This section is only displayed when there
are messages related to the response. Click “View All Details” to view multiple
messages. Click “Submit Question” to submit questions about your response,
Clarification Requests and/or any error message you are receiving.

e Time Left Summary: Displays the amount of time left to respond to the
Solicitations.

e Solicitation Summary: Displays the Solicitation summary and the attachments
associated with it.

¢ My Response: Respond to the solicitation.

There are seven sub-tabs under the Solicitation Responses tab. Below is a
description each tab:

¢ All Responses - Lists all of the responses that have been created by the vendors.

e My Recent Responses —View all responses created within the past 7 days.

¢ In Progress Items —View responses that have a Response Status of Draft and a
Solicitation Status of Open.
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e Closing Soon —View responses for solicitations closing within the next 7 days.
e My Awards —View responses that have been awarded to you.
e My Intents to Award —View responses that are intended to be awarded to you.

e Recent Closings —View responses for a solicitation that have closed within the
past 7 days.

¥ SIGMA Vendor Self Service " 45417225 S4551— poniml. e B In gyt

Home | Help | Accessiblebelp | SteMap | Privacy Reper | Logow
| | | | |

Account Financial Businzss Opp e Solicitstion Responses J#

Welcome, Lawson My Responses

Vi Fisquenty Search For My Responses

Aaked Cursbons
Show Me ... All Responyes My Recent Responsey In Progoess Hemy Closing $oon My Awards My bntents to Award Becent Clogings
Keyword Search Go Advenced Sawgh
From 1004 Totsl 4
Link 1o Response Created By Response Status Response Date n Statys Closing Date
1700000321 LawsonD1 Cralt D137 I 2 5
snsenll Craft
1 Lewson! - Accepied =
ansonl ! Accapted 0032017 RBFO.561.1 X 07 Closed 040

From 140 4 Totat 4

Step 5.2 Select the Response you would like to Modify.VSS displays the My Online
Responses page.

Step 5.3 Select Edit.
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whegery 8
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Let 1 of 1 : Dafauit

Description Your Offer

Step 5.4 Make necessary changes for the Response.

Step 5.5 Select Submit to submit your Response.
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Section 6: Catalog Management

Catalogs are a means for the State to upload a large number of items via a preset Excel
file format. Vendors may need to provide the items, description, part number, unit price
etc., if required by the State. If the Solicitation does not call for catalog bid submissions
or if you have not been awarded a Catalog Master Agreement then skip this section.

Step 6.1 Select the Catalog Management tab.

A summary of all Catalogs can be found by selecting the Catalog Search sub-tab that is
found under the Catalog Management tab. Catalog Search list contains all Catalogs.
From here, you can view summary and detailed information about the Catalogs. You
can refine your search for Catalogs by selecting one of the following quick links:

e All Catalogs - View all Catalogs in the system. This is the default view.
¢ My Catalogs - View Catalogs only in your catalog file.

;:«{ SEGMA Vendor Self Service www.michigangov warw.mic imicontractconnect 45417 bt Warw.mic imicontractconnect
) Home | Help | Accessible Help | SiteMap | Privacy Report | Logout
LYY
h‘ |
A Account information  Financial Transactions  Business Opportunities  Solicitation Responses [ L L Culu ) Grant Opportunities  Grant Applications

Welcome, Lawson Catalog Search Catalog Upload

View Frequently Catalog Search

Asked Questions
Show Me ... aicauiogs My cCatalogs e

Keyword Search : G0 Advanced Search

Supplier Part Number Vendor Name Alias/DBA Item Descrig Ma Mfr Part Number Unit Unit Cost Image
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6.1: Search for Existing Catalogs

Step 6.1.1 Select the Advanced Search link.

ELSIGMA Vendor Self Service hi 4045417125 5055800 Wowd e sichigaa govimicontraciconnect

2= Homs | Melp | AccessibleWelp | SiteMap | Privacy Repon | Logout

AT

};;;' Financial P 7 Catalog Management [cEUEe Grant Apg

Welcome, Lawson Catalog Search Catalog Upload
Wiy Frequently Catalog Search
Askid Questons
« AllCatalogs My Catalogs
Show Me
Supplier Part Number Vendor Name AliasDBA Item Description Manufacturer Mir Part Number Unit Unit Cost Image

VSS displays Advanced Search option fields.

l -,;4 SIGMA Vendor Self Service ‘worw stichigan gov ‘i higan, gow imic oot onesct 0 454,735 0658 08 el warw e higan o miconirictcnnect
Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout
A
2
'};} Financial PE ihies f Catalog Management Weclidel. ities  Grant Apg
Welcome, Lawson Catalog Search Catalog Upload
i Frequenty Catiog Search
Asked Questions
ShowMe... ancomiogs My Cataiogs
Keyword Search : [Gd  Close Advanced Seaich
Vendor Name
Supplier Part Number :
Manutacturer :
Supplier Part Number Vendor Name AllasDBA Item Description Manutacturer Mir Part Number Unit  UmitCost Image

You can refine your Catalog searches by using the Advanced Search link on the
Catalog Search page. Selecting the Advanced Search link allows you to narrow your
search using the following search criteria:

o Keyword Search - Narrow the search using a term in the text field. The Keyword
Search scans the Catalog Number, Supplier Part Number, Vendor, Alias/DBA,
Item Description, Manufacturer, Manufacturer Part Number, Unit, Unit Cost, and
Image for the keyword.

e Vendor Name - Allows you to narrow the search by entering one Vendor Name in
the field to display all solicitations with the selected Vendor Name.
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e Supplier Part Number - Narrow the search by entering one Supplier Part Number
in the field to display all solicitations with the selected Supplier Part Numbers.
e Manufacturer - Narrow the search by entering one Manufacturer in the field to
display all solicitations with the selected Manufacturer.
Step 6.1.2 Enter your information in the Advanced Search fields.

Step 6.1.3 Select Go to perform the search.

VSS displays results based on search criteria.

SlG N‘,A Vendor Self Service wew.michigan goy wrw mmichigian. govimicontrachonnect 0 4541,7. 335 G058 00 titrmd www michigan govmicontraciconnect

Home | Heip | AccessibieHelp | SiteMap | Privacy Report | Logout
A
'.-_ Account Financial Cataiog Management JRerbilel . Grant

Welcome, Lawson Catalog Search Catalog Upload
Catalog Search /
Show Me... ancata My Catalogs
Keyword Search : G Advanced Sear
Supplier Part Number Vendor Name AliasDBA Item Description Manufacturer Mir Part Number Unit Unit Cost Image
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6.2: Catalog Upload

Step 6.2.1 Select the Catalog Upload sub-tab.
VSS displays the Upload Catalog File Instructions page.

|

’r:«' SIGMA Vendor Self Service e michigun gov. ww michigen govimiconiraciconnecti A1 1 226 50558 .00 hml ‘www michigen govmicoerattconnect
. Home | Help | AscessibleHelp | SteMap | Privacy Repont | Logow
< |
_ﬁ_;f Accountinformation  Financial Transactions  Business Opportunities  Solicitation Responses SCUSTEISWTLTLN Grant Opportunities  Grant Applications

Welcome, Lawson Catalog Search Cataleg Upload

zrmen  Upload Catalog File Instructions:

Browse betion 1o locale and select the Catalog Fiie io be upioaded

Catalog File Mame - aced
ae

Prcture Fii2 Name

File } he P

-':I:'.k the E;ur,se t.ul‘\:s!-':; k:-.::l'.e a’:-c S
Upload |
General information
“Catalog Adminstistor Name | Descount Effective From :| 18

“Catalog Admindstrator Emad : | Descousnt Effective To : D
“Vender Contact Name : || awson Woodward Discoust Percentage : [ 00% -
“Vendor Contact Emad : Hams D2 i@mo‘ngm 0o |

“Vendor Contact Phone :|517-678-3232 Ot nformation :
"Cataiog Name ;|
“Catalog Effective From : =] -
Catalog Eflectve To .ﬂ

Step 6.2.2 Enter your information in the General Information required fields.

Catalog File Type is always equal to Excel File.

Step 6.2.3 Select Browse to search for Catalog file.
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L SIGMA Vendor Self Service waw.michigan.gov. higan.gov 04541,7.26 50568 —,00.himl s v

Home | Help | AccessibleHelp | SiteMap | Privacy Repori | Logout

Catalog Management Grant Opportunities  Grant

Catalog Search

Upload

General Information

"Catalog Administrator Name : | | awson Woodward Discount Effective From : ] D

*Catalog Administrator Email - {armsD2 16 _nvlch:gan gov Discount Effective To : | Ej

“Vendor Contact Name : | | awson Woodward Discount Percentage : |0 00%

@

"Vendor Contact Email : | HarmisD21@michigan.gor

"Vendor Contact Phone : | 517-678-3232 Other Information :

“Catalog Name :| Calalog xlsx

*Catalog Effective From : [4/1/2017 s
“Catadog EMective To 1| 3/31/2018 D

Catalog Upload Information

“Catalog File Type : | Excel File v
“Catalog File Name : Browse.

Picture File Name : Browse.

Step 6.2.4 Retrieve your Catalog file from file location.

VSS populates the Catalog File Name field with your file.

£ michigan.gow, v

1dor Self Service www.michigan. Sigan. i A541,7. 225 50658 ... 00, htmi www mactigan. Qo imicaniracicennect

Home | Help | Accessibie Help | SiteMap | Privacy Report | Logowt

Catalog Management

Catalog Search Catalog Upload

Upload I

General Information

‘Catalog Administrator Name : || awson Woodward Duscount Effective From : B

“Catalog Adeninksirator Emad - michigan gov Descount Effective To: D

“Vendor Contact Hame : | Lawson Woodward Discount Percentage - | 0 (0%
“Vendor Contact Emad | HarmsD2 1Enmichigan go'
“Vendor Contact Phone : |51 7-678-3232 Other Information =

“Catalog Name : | Catalog xlsx

*Catalog Effective From : | 4/1/2017 D

*Catalog ENective To: | 3/31/2018 |

Catsiog Upload information

*Catalog Fite Type : | Excel File v

"Catalog File Mame : C:\My_Data\Catalog xisx Browse...

Picture File Name : ._Browse
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Step 6.2.5 Select Upload.

[ 12 nttpsy/sigma-prodgaz michigangov/vwebapp MAZVSS IR/ AltSel Sevice
B4 SIGMA Vendor Self Service warw.michigan gov. wew michigan, gowsmicontraciconnecti 45417 225 50658 00 himi werw.michigan gav/micontractzonnec

Home | Help | Accessible Help | SieMap | Prvacy Report | Logeut

LA
5=
Account Information Financial e Catalog Management [Relpiidel. Grant
Welcome, Lawson Catalog Search Catalog Upload
Catal
Vie
Ak

Upload |

"Catalog Administrator Hame : | L awson Woodward Discount Effective From :

“Catalog Administratos Email :  |arris[Z

oa

Dascount Effective To :
“Vendor Contact Name :

[Discount Percentage : | () 00%
“Vendor Contact Email ;

“Vendor Contact Phone : | 517-678-3232 Other Information ;
*Catalog Name : | Catalog xisx
“Catalog Effective From : [ 4/1/2017 /|

Catalog Effective To: | 3/31/2018 0/

Catalog Upload information

‘Cataslog File Type : | Excel File v

"Catalog Fibe Name : C\My_Data\Catalog xlsx Browse

Picture File Name : . Bowse.. |

If any errors are encountered, the catalog file is not uploaded and all errors are
displayed. Please fix any errors in the catalog file or the picture zip file and select the
Upload again. If no errors are encountered, and the catalog file is uploaded
successfully, an email is sent to the Catalog Administrator and Vendor Contact in the
General Information section.

, hitps//iama- prodas 2 michigangov/ webapp/MAYSSIN LA S e Service ]
S|G M A Vendor Seli 5(,‘.’\'1"{‘ www.michigan.gov www.mikchigan. govimiconfractconnect 4541,7.226-50858 ... 00 himi www.michigan.govimicontracteonnect

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout

=-__' Account Information  Financial Transactions i Opp ities e =1L LRLEL DL UL Grant Opportunities Grant Applications

Catalog Search Catalog Upload

to the specified Vendor Contact Email ID. (ABS38)
1o the specified Calalog Administrator Email ID. (A8938)

View All Defails | | Submit Question

You have 2 messages
1 Information : Email notification sent
2 Information . Email notification sent

Catalog Search

Show Me... aicatalogs  MyCatalogs
Keyword Search : Gc Advanced Search

Supplier Part Number Vendor Name Alias/DBA Item Descrip Mfr Part Number Unit  UnitCost
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After successful upload, the State of Michigan will create the award document that the
catalog will be attached. You will receive separate email notification when that process
is completed.
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Section 7: Foreign Vendor Account Registration

Please note that foreign vendors without a valid U.S. or Canadian address will need to
send a completed W-8 form (available on the VSS Home Page) to the SIGMA Help
Desk by fax 517-763-0300 or email SIGMA-Vendor@michigan.gov to register with the
State of Michigan. If you have any questions, please contact the SIGMA Help Desk at 1-
888-734-9749.

Step 7.1 Select Register to create new account.

35 SIGMA Vendor Self Service

Welcome to State of Michigan SIGMA Vendor Seif Service (VSS) tep o Gtmtls
L Poficies
};5 The State of SHGMA Vendor Sef Service (VSS) system allows you, as a .o . wiew business and grani opportunities and much
o more. Click on the Mmmwmm{mmom o become & o Pmm;m-wtthawhmumamm

This slie is best viewsd with Internat Explorer 11 and Firefox 3 5 or 36

"= Feauired | i you have questions. please contact the Stale of Michigan VSS {SOM VSS) Support Center a1 DMB-Vendor@michigan gov or 1-885-T14-9749, The State of Michigan VSS (SOM VSS) Suppart Center Office Hous are
e 800 AM unti 500 PM EST, Monday-Friday

L A Contacts
* Password
03292017 Click on fink below to view tha Bst of departmont confacts
) Teat UAT Announcement
Login | Vigw All ADGGUSCHITATES
5&1}"‘"1 Contacty
Eassword Besel
Forms and Reference Documents
Chick the Ragister Click on @ form bebow 1o slither save it to your deskiop or open it In Adabe
bution 10 register &
Pl OF 4XES0G
sccount
Reginter | e m@:ﬁmﬁsmw
Guast Aceens | m&l’-'jﬁ“‘- Mendor Exisling Account Activation User Gusda

OM WSS Grantes User Giide
Foms used by Forelgn payees:
= Cenificate of Foreign Status of Beneficial Owner for U S Tax Withhoiding (Fom W-8BEN)

Bitps: orerey irs g pubiins- pothwiban pof
Benaficial Qwne for U S Tax Withholding and Reporting (Entites)
ane pof

. T3 g0
- Cmfcale of Foesign F&”SO n's Chm for Exvmp!m feom W Viehhalding (F cem W-SECH)
Iilips Ve ity QowipulyEs pdhwliac pif
« Ceeficate of Faw‘ Government r olher Foreign Organization for U S Tax Withhokding {F orm W-
SEXP) hatns Mrww i govipubi aﬂ‘n_nh" g gl
. Eumpboﬂ From Mﬂ‘vml&vq on for {and Certain D Personal

B33 el i odilidiind

Step 7.2 Review and select Accept Terms to accept the agreement or Reject Terms to
reject agreement.

VSS returns to the VSS Home Page when Reject Terms is selected.
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Step 7.3 Select Next to continue or Back to return to previous screen.

RASIGMA Vendor Self Service e LS = =

Privacy Regort | ContactVs

Registration Tips

ANgady regatened? Cack b

2 o fogn, Dthersise. Clik Meut [0 cortnge

Assambla the lofowing informiabon before confinung

+ Informtion on ech lotabon (85t Ibcation eniered wil be considersd e Hesdguaniers
+ To D e
b Lm Eusmess name
DUNS Number
+ At pumBerissued by Don & Bradsiree! Tor sach business Bcation

raton (name address email phone and |
* ACET AIrERrator (DRSO rESKOndin B your BOiound
+ Dndacrg
* Paymiot
. D%:rmuns off your products and senvices (for example. commodty codes)

o]

Step 7.4 Use either of the two (2) fields under Company Search or Individual Search

to enter your information.

Step 7.5 Select Search to search for an Existing Account.
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[ B SIGMA Vendor Self Service

—— S e A SIS0 R
= Brivacy Report | ContactUs
-ff—l Search for an Existing Account

Wetcome, New Toach {0 Sy N T

gt will 1
o YOU DRPViousy provided. Fidse Sel

+~ Company Search

Nave @ vendir Ccode and have a0 Ergioyer ideSScaton Nurmts E o e, frst s
Taxpayer Mentification Nember [J35.621 155

Search

OR

» Individual Search

T Soe f you have 3 vendor cooe 3nd Tave 3 Social Securty Normber (S3N) on Se enter your Last Name and Let four agos of your Socal Secarty humber

Lasst Mame |

Search I

Last 4 digits of SN

Addeional Resources & iformation;

AS yOU COmEiets 63T $20p 300 move 1o the NEXT s1ep, the SySENM will chick For emors.
M there are acrors:

A notification message will be dispiayed at the (o of the page.
- sk pecl batoun, tathe.

If no results are found, continue on to Step 7.6. If results are found, follow steps in
State of Michigan Activate Existing Account User Guide.
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Step 7.6 Select New Registration to begin registration.

b SlG MA Vendor Self Service e michigan gov worw michigan gov imicontraciconnect O 4541.7. 23550558 ..

S0yl
Privacy Repont | ContactUs

Search for an Existing Account/Results Not Found

To actk:
Inaws

Ouf BCCOUR YOU Fust Nave § vendor cooe Thes page wil help you de
sed on e information you previously provided Piesse select one of e

shathes of not you hawe ona’ You will not be able o oreate 3 new code @ one aeady eish
ephons DeRow to determing f you aiready hawt P4 C0o%.

f e Bocount ek

+ Company Search

T s of you Rlree & véndor code and have an Emgloyer idenlification Nusibie (EIM] on Tie. first saarch by TIN

Taxpayer Mentification Number 52.’!5421 155

Search |

] legalBusmeﬂNm.

OR
+ Individual Search

To e4a  you Rgve 3 vandor code and have 3 Socad Securtly Number [SSN) on Sle endee your Lact Name ane ket koor dgts of your Socasl Securty N

Last Name |

Search |

Last4 o of SSN |

Zarcel Brperaien | Eack

5 it will be designatied a3 & company of

Mo results have been found far your account. Pledse perform further research or seiect the New Regisiration DUTion (0 CTete 3 New JCCOUNL e Rrgatiston I @

Additional Resources & Information:

Step 7.7 Enter User Information in General Information

PSRN | |

. Required fields are marked
with an asterisk:

HSIGMA Vendor Self Service

Mew michigen gov

1<

ASAY T II5 GOEER-— B0 et s michigan povimicontraciconnact
Privacy Repent | ContactUs

My User Information

o 162 Pore You will be sssigned (e role of Primany Accoun! Administrator, Piads e i Fraguently Acked Cuettons for addScna Getalls aboct the Primary Actourt

«» General Information @

User 10 [Case sensirre] :

[Uistr 1D Should be Detween 1 #nd 15 charsciens in ngh
“Farst Name -
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Step 7.8 Enter your Password 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 7.9 Select Next to continue.

| % SIGMA Vendor Self Service ichigar. o L 17225 50658 Bt s machogan goy riconmastscanect

Privacy Report | Contacts

?r_, b Re-pnter Emad :
“Phone ¢ Ext.:
U0 XK MK
Fax:
OO MK

Vertty and Submé Registration
« Password

‘Password {case sensitive) |

15 1 st CONERN & Amber, AN LEORT Cse WS, 0 ioner Cate letier, ind one of e foloung symbols: @ §9 %
CONEEN e word pasgwed
‘R ender Password
* Secusity Ouestian : ~
* Sacurity Answer (Case sensitive]:
Re-enter Security Answes :
" Indates @ requined feid

Adcional Resources & inbormaton.

Cancel Regatranen I Eaci I et I

= As you comphete sach step and move 10 the pext step, the systie will check ko snors.
M there are errors:
* A potifi ation message will be displayed at the 1op of the page.
* You must comect the emmors indicaied before continuing to the mest step
« Addmonsl Heip can be found in the Frequently Asked Cuestions aciessible from the lefl hand navigation bar,

Verify Email Address is correct.

Step 7.10 Select Next.

W SIGMA Vendor Self Service e machagan goy. Wi michugen gov micootiaciconnectil 4541,7-336. 6066800 b ‘e michigan govimicontractcomnect
Privacy Report | ContactUs
0 ) )
b Verify Email Address
Welcome, New

Ta continee your VSS

fify your email address VWhen you receive e emal we send you, fofow tha bnk provided or copy The Bnk info your browser

Make sLre your own S it o e receiph ol To prevent e emai from baing biocied, add the folioaing address o your emall contacts
DO_NOT_REPLY_MICHIGAN VSSESGMA-PROD-VS SMICHIGAN. GOV

An amasi wall be sent 10 the following address : HamisD21@michigan gov

Addaional Resouces & Informabon:

= As you complele each step and move to the next step, the syshem will check fod eqmors.
1 thre are @rTors:
+ A notification message will be desplayed al The top of the page.
= You miest corect the eTors mdicated bifore continuing 1o e pex stip.
Additional Heip can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

Step 7.11 Select “Close Browser”.
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s mic hogar g AS44.7.235 BOBSN. - 00.homl

W mic higan. go

Thank You!

A verification email was sent to you.

Cannot click the link in the email?
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7.1: Foreign Vendor - Verify Your Personal Email Address

VSS sends a verification email to the email account entered in Step 7.7. Email Token is
emailed to your personal email account. A message similar to the message shown
below will appear in your Inbox. Follow the instructions as shown below to access VSS.

Step 7.1.1 Access email account entered in Step 1.7.

Step 7.1.2 Select the link to access VSS.

From: DO _NOT REPLY MICHIGAN VSS@SIGMA-PROD-VSS.MICHIGAN.GOV <D0 NOT REPLY MICHIGAN VSS@SIGMA-PROD-VSS.MICHIGAN.GOV>
Sent: Wednesday, June 7, 2017 10:12AM

To:
Subject: SIGMA PROD VSS: VERIFY YOUR STATE OF MICHIGAN VENDOR SELF SERVICE (SOM VSS) EMAI ESS.
Brandon Martin

By clicking the link below, you are verifying the emall address that you have created for your State of Michigan Vendor Self Servire {30M VS5) user information. This emadl address will be used asa 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 VSS (SOM VSS) Support Center at DMB-Vendor@michigan gov or 1-888-734.9749

VSS transitions to the SIGMA Vendor Self Service Login Screen.
Step 7.1.3 Enter your User ID and Password.

Step 7.1.4 Select Login.

b‘f SIGMA Vendor Self Service sonemicigan oy e oonet04541 R ey

€Y Login

To continue registration, enter your User 1D and Password

Panword:_ ) ) |
_Login | e

Help | Contact U

VSS transitions to the VSS New Account screen.
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7.2: Foreign Vendor - Complete New Vendor Account Information

The Add Business Location — New Account Registration section is used to enter your
Tax Identification Number (TIN), Employer Identification Number (EIN) 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 is used as an example in this guide.

Step 7.2.1 Select the appropriate TIN Type option. If the first option is selected, also
select SSN, ITIN, or ATIN below it.

Step 7.2.2 Select the Foreign Business Entity option for Classification Type.

VSS will close or place check mark in each box as you complete each section.

FSIGMA Vendor Self Service ww mehugungou S N o i SOTRCIL ARG A, T T4 505~ O a1 ek s gow miconaciognnest

ey | Contrts

>

(

() Ve use o Sonal Secunty Humbsr (SSN1. Indhidhial Taspayer idensfication Number (TTIND. of Adoptve |dentfication Numtes (ATIN]

Welcome, Claude Pleaseiecionecima oy . SN () M () amN (D)
View Frequenthy (8wl ey etity's Esmphoner igecbification Nemoer (E34)
() 1o ot rave any of the above forms of Taxpayer dentificaton
Dreew Account o
CIway Basimess inio AND
Dasresses & Contacts
P » Classification
informaton
DOregetaton Summary 1 pin b o bursiness wsing e followng classicabions Piasse seledt onfy one

Selec! Chasadoaton
J ndhvdiial
Sl Propreter
Partnesship
Carporation

Hantidind Al

__ st
§  FosonBues oy e

Step 7.2.3 Select Next to continue.
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¥SIGMA Vendor Self Service warw.michigan gov o g v 45417275 5055800 b warw i higan. v miconciconnect

Privacy Report | ContactUs
Fepdent Aben A

Lise the Frequantty Asked Ouectons fo obtan 3 defndion of e tacslcaton:

Weicoms, Claude

AND

+ Healthcare Provider

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 7.2.4 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.

Step 7.2.5 Select the appropriate W-8 form from the W-8 Form field.
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34SIGMA Vendor Self Service e U LN s e g et

Privacy Report | ContactUs

« Location Verification

“Warify My Locations by ;| Cr

Vendor Verificaton Based on ;| P

Vendor Verification Password :

Confitm Verification Pesswodd . ssenssssnss

[ Registration Stmmary

» Organization Information

*Organization Type : | Chamge i

Cussiication ;| Foreign Business Entity v

Location Name

Assigning Authonty
Location Web Address
CAGE Code
Numbes of Empicyess w
BN
Annual ncomse W

wa b R v e
DUNS :

Step 7.2.6 Enter information for Legal Name; 1099 Taxpayer ID Number; Legal (1099)
Address Information. If no U.S. or Canadian address, foreign vendor should use the
City field to enter both the City and the State/Province (if applicable).

.':- SEGMA Vendor Self Service . michigan pov ‘s mic higan go i oniraciconnert8 4841 1775 80858 00 i W mic bugan gore micoedracic snnect
Privacy Repert | ComtactiUs
E,': Peard Acceplance Levei | v
Welcome, Claude
« Legal Name Information @

"Lesgal Name on W9 | Claude Beauwer Il Business Mame (ARss DA} : auvier Il Printing Agency e on Chiack : v

[ Adaresses & Contacts

Qresmoraesons « 1099 TIN Information @

g Fagistration Summary
Criate Taxpayer iD Kumber I

Remiumznm.l

~ Legal (1099) Address Information @

sweet 1: 608 Eagles Landing

Step 7.2.7 Enter the EFT (Electronic Funds Transfer) banking information for ABA
Number; Select Account Type and Enter your Account Number. Routing ID Number is
not required. Foreign vendors cannot register non U.S. bank.
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, S]GNIA ‘-"E‘ldeI 59” Service wwrw. machigan.gov e mic higan gov imiconiraciconnect 4541 7.228 L6008 50 mimi wwmmachigan. govimacontracttonnect

Privacy Repor ContactUs

« 1099 TIN Information "

Create Taxpayer [0 Numbes : Tampayer 0 Number ;| 235421157

7 Taxpayer 10 Kumber Type : EIN
Re.enter Taxpayer |0 Number :
- | 1054 Reportable : No

~ Legal (1099) Address Information

[ agssonat Business

information

D) Regismation Suenmary Swreet 42 608 Eagles Landing
oy ;| Belleville
“Suate’ Provnce © | Ontario [¥]

“TipPostal Cote :| KENSWE

« EFT Information

ABANambe: 1011000138  Find Account Number : {1222333449902

BANK OF AMERICA NA

Routeng 1D Number :
Account Type : - Checking v

Step 7.2.8 Select Next to continue.

BLSIGMA Vendor Sell Service £ TR0 00 b

« EFT Information
AR S - (0111

Acooest Tye | [ Chis

_-_'—_J_ -V

VSS displays Error Message that system was unable to validate the address for postal

standards. For non-U.S. Address, vendor may select the Bypass indicator to
continue.
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FASIGMA Vendor Self Service

A
1 Ermar- Tre unakas fo v against pastal shanm he Bypann mdalns ta conlinun
Welkcome, Claude View All Detalls || Submit Question '
' Step 2: My Business informaticn i | Tt | - | s |
dked Buesbons Pleane enter the general infocnsation bedow. Flalds with & red
asterisk (] Indicate required fields, Some of the fields are popalaced with data gatheved from the guestions vou previously answersd, Please review all information carefully befora proceeding. You must select the Save and Close prior 1o exiting. If you do net, you
Y e et e will hove to re-nter ofl data again,
Dty Busicess infe
[laderassus & Cortaes : : :
« Location Verification
0] Ackstional Bsizans
Worratisn
“Vaeity My Locations by 1| Cras
Werndint Veriication Raved oo
Confrm Verficaton Fasewerd
Fotegn Tax
* Shassificaton | Fareign B
T Ratioaal Provide ID :
Lesation Kame - —_—
- Rsigrinng Bushurily .
Location Weh Address | —
- CAGE Code
Blusmibat o Fenployees | w L -
e o
Annuai ncoma | | |
7 Wb Foem -
DuRE:

Extenasa ININE -

Step 7.2.9 Select (check mark) the Bypass Address Validation option.

Step 7.2.10 Select Next to continue.

A3 7355 30598 00 hbend

! B SIGMA Vendor Self Service atie pchign oy

Privacy Report | ContactUs

¥
£ + Legal Name Information

Welcome, Claude
*Lagal Mame on W3 . [Claude Beawver I
Yiew Eraguenin
fgioed Qyesbony

B raen sccourt it )
i s + 1099 TIN Information
O sdorenses & Contacts
[ T — Create Tanpayer 10 Number i
Ieormation
Re-enter Tanpayer iD Numbes - |

Dl Aegasaton Summary

« Legal (1099) Address Information

Original Address
o Bypass Addoess Valitation
*sweet 1:| 608 Eagles Landing

“Ciry : | Belleville

“Sastel Prowines | Ontario e

“DaiPoval Code | KBNS

« EFT Information

ABA Number m Account Mumber
WA Fisuting 1D Numsbur

Ascount Type

Business Name (AlauD8A] - | Claude Beauvier Il Printis

Taspayer 10 Nember (236421157

Taspupes B Nusmbar Type - £80

1099 Reportadle - N

1222333449902

99
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VSS displays the on-line W-8 Form. The five fields shown with a red asterisk symbol
are required fields.

Step 7.2.11 Enter required information for Fields 1- 5.

I

5 SIGMA Vendor Self Service vewmmichigun gov. S01.7.205 50888 00 ol S s it

Privacy Report | ContactVs

o
b5t W-g Form Information PRNSTSY [FS—— | [ i vt |

Based on the answers you provided on previous
pages reganding your W-8 Form and Foreign Vendor status, additional information is required to capture your complete vendor status for certification

W Fom Type: | g

| Bives Account infa + W-8 Form Information @

| BBy Business info

F O ndressos & Contacts 1 Name of individual ot orpanization thatfs the beneficial awnac

| O agasonal Business
Infocraabon 2 Countyy of citizenshag

[ O Regstration Summany

1 Perinanent residence addeess (streel. apl. of suibe no., of rural route).
Dot wse a PO bax or in-Care-ohaddress

“City of town, state o province. include postal code where appropriate.

“Counlry

4 Maing sddress (I difforent biom abovs]

City o fown, state of provinge. Inchude postal Code where appropriate,

Country

“5 115 taxpayer identification number {required - see IRS W-2BEN instnactions)

!’l‘ SIGMA Vendor Self Service iR gor, e By APLL IS0 00 ), e e

Privacy Report | Contastus

W-8 Form Information Save ind Close Canced Regtrgtn i Bach ! Wy I

Based on the answers you provided on previous
pages regarding your W-8 Form and Forelgn Vendor status, additonal information is required to capture your compiete vendor status for certification.

W& Form Type Luamge

1= Tep—— +» W-8 Form Information

| BBty Bosiness o

1 Kame of indrvidual or organization that is M beneficial owner
Claude Beauvier ||

*2 Country of cilitenship

Canada

| Oaseresses & Contacts

| O agatonsl Business
Inraton

D Regswaten Summary |
*1 Permmanent residence dddress (sireet, spL of suite no. of rural roulel.
Donctuse a PO box o in-care-ol-adoness
608 Eagles Landing
“City of bown, siabe of province, Inchude postal code where appropriate.
Believilie
“Cowpy.
Canada

4 Miling sodress (i difforent trom sbove)
Cify of bown, state of province, Include postal Cooe where approprate.
Country

“SULS. tazpayer identification number (requiced - see RS W-EBEN instructions)

235421157

N

The remaining fields are optional.
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Step 7.2.12 Select Next to continue.

% A e e
EISIGMA Vendor Self Service e

Privacy Report | ContactUy

Weicome, Clavde 3 Sesbieption Tumies gured st B EWIREN matricton]
i § Faowgn tia iestitying tumbir (v B3 WABEN mivuctions)
aue

e T Rulasnice pemtsiels] (sas B3 W-EEEN maiructiony
BBy Buncana i

31 20rbly (I 10 Sratetinl Gna 4 8 PRI F ot 1o 00 M08 e Enairg o D G0t LA bty Btwee Tha Lt SHides 5 BUE Lonntry
Dlacoreses 8 Cortac
D acstcrs suvram

sl 8 M of Artiche o sty

Spena e and ronsngey £ purasent
(n [ E—

Specty tyse of insome.

Seena WS 310 CnSat (400 FE W SEEN paLnens

Expiain thg 1ea3oms £ Seeda sands et the Seemy of e sty secly

Sgratere of bereloal pumar oo ndveteal auBonaed & b kor e Sesptcul cwner]

Frie asme of vgter

Capptsty = whvh st (Hiom 4 mst aipaend by beselaial wses]

1 e ot it (N DOV YY
B
Cote MS-DO-YTYY

sa

Frezantage % rite
Spena riws g constan

e 5 WEBEN rucnony

Step 7.2.13 Select No for first question.

Step 7.2.14 Select Yes for the last two questions in the questionnaire.

Step 7.2.15 Select Next to continue.

o Azt oty
E".'.xl-'ﬁl o e sk
Dlsddwsons & Cortacs S
So o Lo "
» Address Questions
&

S0 pou A IR I BI04 B B 0 T 2o 51 030 (hdmenianioe. Ovdeeng. Paymene o Biing]
‘o

§ e addus sormanon B e b Admniiiratve. Ondering. Payment, and Billing sddevisny’

Tt oo v e e 000 o a2 a5 e [Admanairatiee, Orderng. Prymant o Bidag)”
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VSS transitions to the Addresses & Contacts page (Step 3 of Registration process).

Step 7.2.16 Enter Address Information in the required fields.

FSIGMA Verdor Self ervice

Weicome, Claude

Step 7.2.17 Enter Contact Information for Principal Contact and Phone Number. Email
and Correspondence Type information is optional.
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VSS transitions to the Additional Business Information section (Step 4 of Registration
process).

The Additional Business Section is used to Add vendor profile information for
Attachments, Commodities, Business Types and Service Areas.

Repeat Section 1 - Steps 1.2.14 — 1.2.18 to Add Commaodities to your vendor record.
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B SIGMA Vendor Self Service

warw mrachigan. gow

wharw mic higan gov. 7328 40558 00 pomd

Privacy Repent | Comtactus

¥ Step 4: Additional Busi

Weicome, Claude

Attachments

Add

File Name Date UserID

Commodity Service Codo

Attachment Type Description

Commodity Descnption

werwmichigan gov miconfraciconnect

E——— ] gk ! Nt I

Step 7.2.17 Select the Add to add Business Type to your vendor record.

R{SIGMA vendor Self Service

Privacy Report | Contactus

Commodities

Code

20580568 B0namd

Business Type ID Cortifi

Description
ting Senices Delete

cation Number  Cer

Start Date End Date

VSS transitions to the Business Types Choose page.

Minority Type

Step 7.2.18 Select Next to search for your business type.

Step 7.2.19 Select Business Type from list. (Example: Professional Service.)
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Step 7.2.20 Select OK to continue.

54 SIGMA Vendor Self Service L Ik =0 e P oot ctronee
Bxivacy fapodt
A
"l Cheose
Wekcome, Clavde Select one or more Business Types to associate o your organization by dicking the checkbox next fo dities you wank 1o add To search for & specific
Business Type, enter 2 valid business type in Business Type search field and cick the Beowse” fink. Once your Business type(s) have been selectad oiic
P oL bution to add the selected records bo the Business Types EnterUndate page where addional infomation the salected business types
Vg Fregueny

sieg Cuestons “Cancel buton & cancel your thanges and r2tuen 1o the Business Types page

.03

Buvaess Type

Business Type
¥ PROFESSIONA i

| RETARER

SERVICE DISABLED VETERAN (AWHED

SHALL BUSHESS « 500 Empioyees

SERVICEMLAUNTENANCE

WHOLESALER

SHELTERED WORKSHOR

»(i] Cancel I

VSS adds Business Type to your Vendor Record.

Step 7.2.21 Select Add to Add Service Area.

bely & advice

A SIGMA Vendor Self Senvice nagngey b e RS T St e

Privacy Report | Comtactls

sked Questions
e Account ndo
by Business ko
B asdresses b Contacts

O] Astionat Busrass

formation Service Areas

Orsgsraton Summary e

0l g 20ne for

Service Area Code  Service Area Zone

105
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o
) S Add
Welcome, Clauds Business Type ID Certification Number Certifi Start Date  Certifi End Date  Minority Type
’ PROFESSIONAL SERVICE =] 8 [V

Deiste

Lo eedChoe | Comorl Regatration | Back | Nent |




VSS transitions to Service Area Choose page. Service Areas page lists State of
Michigan counties for which you may provide goods or services (commodities). Service
Areas also includes statewide, Lower and Upper Peninsula.

Step 7.2.22 Select Next to search for your Service Area.
Step 7.2.23 Select (check mark) your Service Area. (Example Allegan County)

Step 7.2.24 Select OK to continue.

e il A T-925-50355— 00 heml. rw michigan gov'mecontraciconnect

ice area zones you want to add To search for a specific
button Once your service area zones have been selectad

Select one or more Service Area zones fo associate 1o your organization by clicking the checkbox next to the
sarvice area zone, enter in a valid service area zone in the Service Area Zone search field and click the "Brow
click the "Ok” button. Click the "Cancel” button to cancel your changes and retuin to the Service Areas page

Service Area Zone

|| Service Arsa Zone | |

Alcona County

Alger County
7 ABegan Counly e
Alpana County

Antim County
Arenac County
Baraga County
Bamy County
Bay County

Benzie County

ﬂl Cancel I

VSS adds Service Area to your vendor record.

Step 7.2.25 Select Next to continue.
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e

o
Welcome, Chude

Btiew Acoount ino

By Business ko

B cresses & Contacts

O registration Summary

RASIGMA Vendor Self Service W nichigan gov. s michigen g micoiriztecnnee 4045417725 SOSSE B il s michigan govmiccetratconnect

Privacy Repont | ContactVs
la)
Add I

Business Type ID Certification Number Cer Start Date i End Date  Minority Type
PROFESSIONAL SERVICE | i l_v' Delete

Service Areas

Clich froe AT bulion fa ety e appeopeiale senvice e 2ona for your o

_dd |

Service Area Code Service Area Zone
3 Alegan County Delete

Bewund Cone | Comcal Reogatetion

Back I u...-l

PRSI W E—

Step 7.2.26 Select the vertical scroll bar on right side of your screen to review all
information. Use the Update Information link to make changes to information you have

entered.

W N Account ket

By Buminess ino
i

O regsyation Summary

HISIGMA Vendor Self Service wanwmcrigen gov Wt michigan gon!micontraclconnectS AS(1.1.226.60658-—,00 haml et michagan gov mieonacteonnast

Privacy Report | Contactis

Rt Sawy SawaedCion | Cancelfgiianos | Eack | bat Regiton l Friet Ths Page |
The SUMMARY below is based on the information
you entersd. if changes are nesded, pieate select the Update Information link, This will navigate you back to the appropriate screen for you to make your change.
+» Location Verification
Verify My Locations by : Craate My Oun
Vendor Venfication Based on - PASSWORD
Ugsiate informaton
+ Organization Information
Organization Type : Company Foreign Tax 1D - 235423457
1054 Classification : Foreign Busmess Entey Nationsl Provider 1D
Location Name = Assigning Authority ©
Locatan Web Adoress.© CAGE Code :
Rumber of Employess : iGN -
Annaal income : W-8 Form : W-8BEN
Healtcare Provider © o DUNS :
Exténded DUNS :
Inderrat Cataoq :
Preferred Ordening Method ©
Prard Acceptance Level
Update Information
< >
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Review W-8 Form information you have provided.

K{SIGMA Vendor Self Service r michigan gor s michigan Govmicontactcoancel0 A6 ESSH Db et s i sctconnect
Privacy Report | Contactls

» W-8 Form ?

1 Kame of indriidual or orgamization that is the bensficial owner
Clauge Begunr

2 Country of citizenship
Canati

3P 1 resadence sddress (sireed, 2pL or surle no., of roral route)
L PO b of in-tane-of-address.

B hese Account infe oy
Coy of fown, state of provinice. Include postal code whre appropnate.
Wny Busrass inly Beie
) acdresses & Contacts Country
Canaci
B Atonai Busress 4 Maiting aadeess (if cefferent fram above]
information
ity or town, state or province. include postal code where appropriate.
D Registason Summasy Counary
50,5 taxpayer identificaton number jrequired - see IRS W-SBEN instachions)

7
& Forsign tax idestifying number (see IRS W-SBEN instrucions)

T Referencs nurmbests) {see RS W-SBEN imstructons)

1 certity that the beneficial cwner is & resident of th specified location within the maaning of the income L sty between the Uinited States and that country

10 Name of Arice kor treaty
Special tates and condions {see RS W-BBEN instructionsi

Sgecity type of income
Spacl rates and conditions (tes (LS W-BBEN instructions)

Explain the reasons the beneficial cmner meets the terms of the reaty aticle
Signature of beneficial owner {ov indnidual suthorized 10 sxga for The beneficial cwrsr)
Print name of signer

Capacity in which acting {if form s not sigred by berseficial owner)

& Dune of barth (MBA-DO-YYYY)

Date (NM-DOYYYYG

Percentage % rase
Seecil raies and condiins (oo IBS ¥FSREN insinating.

Step 7.2.27 Select Submit Registration to submit your vendor registration.

DRE?‘.!I&'):" Summary

» Service Areas

Service Area Code  Service Area Zone
3 Aegan County

SreandCione | Cincel Regoarmion

KISIGMA Vendor Self Service e nichigan pov ‘st michigan gov micostrackosnect S A1 215 50558 Db s michigan govmeccmircitcenect
Privacy Repent | ContactUs
< v Commodities
‘Service Code
Walcoma, Clayde a1 Fingerprining Services

Bl ew Account info
Buy Busivass ~ Business Types
BB tacresses 8 Contasts
T Adional Bisiness Type ID Number Cer Start Date Certification End Date  Minority Type
Information PROF

Bt | Suort Repwtation

Addetional Resoarces 4 informabion:

VSS displays W-8 Perjury Statement popup.

Step 7.2.28 Review the W-8 Perjury Statement popup.
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Step 7.2.29 Select OK to continue.

+» Commodities

Code ity Descripti

93041

Fingerprinting Services

B New aco

4 inlp

» Business Types

Massage from webpige

ity usiness oo

BB Addresses & Contacts
o Number C: T hereby cenify undes pen
B radional Busiess Type b
L PROF
- - % carrect, and
o Summany e
: stan

HAPOrIH i
requited and that ame

» Service Areas

Service Area Zone

Service Area Code
3 Aliegan County

VSS displays W-9 Perjury Statement popup.

EISIGMA Vendor Self Service e michigan gor it michigun govimicontractconnec 45411325 50558 00
Privacy Report | ContactUs

theressith; that the amounts of a

I, or ae otherwate full

oK Ca

Step 7.2.30 Review the W-9 Perjury Statement popup.

Step 7.2.31 Select OK to continue.

-1 50558 00 himi

R{SIGMA Vendor Self Service S -

Privacy Repert | ContactUs

<] + Commodities
5.
yiService Code ity P
Welcome, Claude

99041 Fingerpnnting Services

BB New Account info
Massage fioen

webpage

My Business in » Business Types

B aodresces & Contscts 0 Undes panalties of perjun
Type ID Cer Number © Egem 1 my coenect Lopay

B adatonat Busness

Informaton PROF

URe‘;\i!mhw‘ Summany

» Service Areas

Service Area Code Service Area Zone

3
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he numbes shown an i

412 backup

eudent alier; &
o crested or oega
States an est
defined in RS

Ok

the herein named agency

el

Swve and Cloma r.m.:a»gw.:‘n| Bxi1 Submt Ragravaton

micontraciconnect

i

e (ot ] am witing foe o

rezed

Save e Cne c.-‘.:n.,.-.nml Bact | Subena Ragatriton

Uphate Infoemation

Update information

Upgate informytion

LUpdate infoernation




VSS displays EFT Perjury Statement popup.
Step 7.2.32 Review EFT Perjury Statement popup.

Step 7.2.33 Select OK to continue.

b S|GMA Vendor Self Service A541,7.325 50558 00.hemi www.michigan. govimicontraotconnect

; Privacy Report | ContactUs
= v Commodities

[ y'Service Code C

Welcome, Clavde

Upgate informatson

v Business Types

Type ID ion Number C

» Service Areas
Service Area Code Service Arca Zone
3 Alfegan Counly

Updwte informaton

Camcw Ringratr st | Fach | tans Regatabon

The VSS Thank You! page appears.

Step 7.2.34 Record your new State of Michigan Vendor Customer ID. (Ex: VS0001031)
Step 7.2.35 Download your Substitute W-8 form for your record.

Step 7.2.36 Select Print this Page to print hard copy of your registration form.

Step 7.2.37 Select the red X to close the Browser.
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| B4 SIGMA Vendor Self Service s ichigan gov

Welcome, Claude

View Frequently

Hons

Privacy Report | ContactUs

Thank You!

Congratulahons, you have completed the registration process. You may now login to Vendor Seit-

Service using the User 1D and Password you jus! created

Your Vendor Code Is. \VS0001060
‘Please save your Vendor Code for fu eference

Password Reset

| Pml'lhi;Pm‘

The foliowing registration forms are avaiable for you

@ Downlioad Substitule W-3 Cerification Form

Ciick the Ik above: to download the Substitute W-9 form and then save of prnt a cogy of
this document for your own reference

Ciick the link above 1o download the Substitute W-8 form and then save or prnt a copy of
™his, document for your own reference.

You may login 1o your V53 account ko view andior update your account information. Click hege to
login

Step 7.2.38 Access the VSS link to return to the VSS Home Page.

Step 7.2.39 Enter your User ID and Password to access your new vendor account.

Step 7.2.40 Select Login to access your account.

5 SIGMA vV

* = Requined

* User ID

or Self Service

Hyou hirve

Welcome to State of Michigan SIGMA Vendor Self Service (VSS)

Tha State of Michigan SIGHA Vendor Solf Service (VS5) system aliows you, as , b manage your wharw your financial wiw business and grant opportunities and much

mare. (Sek on te Register bulion io begin mge«immm application bo become & paymmme Pmuembleyru pop-up blockes In order 1o mssﬂmmh e
This aa is best viewsd with Intemnat Explorer 11 and Firafox 35 or 36

please contact the State of Michigan VES (S0M VES) Suppot Center st DME-VendorDmichigan gov or 1-885-T34-9749 The State of Michigan VS5 (SOM VS5 Support Center Cffice Hours are
800 AM untl 500 PM EST, Menday-Friday

* Password

Regnter |
ot Atcess 1

Contacts

Agincy Contagts

Click on link bedow 10 view tha list of department contacts

Forms and Reference Documents

Click: 0a & form below to elher save i 10 your deshiop of open i in Adobe

Contect Us
Policies
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To View and Modify Your On-line Account information see Section 2.
To View Financial Transactions see Section 3.

To View Business Opportunities/Solicitations see Section 4.

For Solicitations Responses see Section 5.

For Catalog Management see Section 6.

For Foreign Vendor Account Registration see Section 7.
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