COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

The Vendor Self Service system (VSS) will allow potential vendors to submit their application and
also permit existing vendors to perform maintenance on their account information. Vendors may
also review posted solicitations, award notices and view vendor solicitation comments through

this system.

A. After clicking on the VSS link on Cobb County’s Website (www.cobbcounty.org), the WELCOME

SCREEN will appear.

If you are a Registered User, sign in using your User ID and Password (remember all are case

sensitive). Click on the Login button.

If you are a Guest and have never registered, you have two choices.

You may enter the VSS system by clicking on the Public Access button to view posted
solicitations, award notices, and solicitation comments.

Or, you may enter by clicking on the Register button to start the Vendor Self Service

application process.

Cobb County

Registered Users

. Account Maintenance
. Respond to [FBs or RFPs

User D

Password

Forgot Your Password? Click Here

Welcome to the COBB COUNTY
Vendor Self Service System

Guests
. Add my company
. Create User ID for existing account

Public Access

. View Posted Solicitations

. View Award Notices

. View vendor tovendor solicitation =
comments

-l

B. After clicking on the Register button, you will proceed to the REGISTRATION REQUIREMENTS
screen. The following information is required in the vendor registration process.

Information for Headquarters

If you are a Corporation, Public Entity, Sole Proprietor or Partnership this is your
company’s primary address (the address you use on all your tax documents).

If you are an Individual, this is your Home address.

Tax ID Number

If you are a Corporation, Public Entity or Partnership your Tax ID number should be a
Federal ID number. (EIN, TIN, ATIN)
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

If you are an Individual or Sole Proprietor, your Tax ID number is your Social Security
Number.

Legal Business Name
This is the name you have registered your business under to the Federal & State
Government.

Contact Information
You will need the following:

e The address and phone number for your Account Administrator. (The Account
Administrator is a contact person at your Company authorized to perform
maintenance on your account).

e The contact information for person(s) handling orders for Cobb County and the
address to mail purchase orders, or email to receive solicitation and bid
information.

e The contact information and address for your Accounts Receivable
Representative or Bookkeeper handling Cobb County Accounts.

Commodity Information

e The commodity information for the types of goods and/or services your company
can provide Cobb County.

Cobb County = Home Perscnalize Help Accessibility Logout =

Cliact |lear 1cinace CInmnE ine  MendAnr Beoictratin e and Additinns e EER A

Wialrnme (Se
AMS ADYANTAGE

Registration Requirements

Meny Quick Search

Already registered? Click here to login. Otherwise, continue below.

Assermnble the following information before continuing:

Information for headguarters

Tax |0 Mumber

Lezal Business name

Gontact Information (name, address, email, phone and tax)
© Account Administrator (person responsible for your account)
© Ordering
O Payment

e Commodity Code

© Codes describing your products and services

Click on the button labeled Continue.
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COBB COUNTY

VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS
C. The next screen is labeled SEARCH FOR YOUR COMPANY LOCATION.

Perform a search to ensure that your company has not already been registered. In the company
name field, type the name of your company. You can also search by entering a keyword. For
example, when searching for the vendor Home Depot, you could enter HOM, or you could enter
DEPOQOT. If you have previously registered, your company name will appear with an “ACTIVATED”
status of “Yes”. If your account is activated, you should exit the registration process. If you want
to make changes to your existing account, you should log out and enter your user id and
password in the Welcome Screen. If you do not know your user name and password, contact
your Account Administrator. If your company’s “ACTIVATED” status is “No” select the link
“Activate Account”.

BLSiness portunities or Remistration Forrmis and Additional Inforrmation

Search for your company location

Company Name : |[bakery

Is your company listed ?
‘Yes, but my account is not activated =P Click Activate Account for the account you wish to sctivate
Yes, my Account is activated but | don't know the login = Gontact your Headouarters for your heln

Yes, my account is listed multinle times

Contact Cobhb C ity Fi it 770-522-1500.
and I do not know which ane to activate ST g e

Mo, Register Mow = New Registration

Legal Hame Location Hame Alias/DBA

~ EMNGELMANS BAHERY ENGELMANS BAKERY es Mo Activate Socount
JENNIFER LEE LSO Jenniter's Bakery store i Ves Activate Account
MCENTYRE'S BAKERY ING MCENTYRE'S BAKERY ING  Yes Mo Activate Account

PEGGINE R HOLCOME PEGGINE'S BAKERY PEGGINE'S BAKERY ves ves Activate account

First]| | Prew | | Mext || Last

If your company has not been registered, continue with the registration process by clicking on the
button labeled New Registration.

D. The next Screen is the MEMORANDUM OF AGREEMENT.

Cobb County
Welc Jser

ANS ADVANTAGE

Home  Personalize  Help  Accessibility  Logout

Memorandum of Agreement

You must accept the terms of this Memorandum of sgreement in order to register as a wendor with Y55, [ you choose not to accept these
terms you will be returned to the HomePage for Guests

Meny

By submitting this electronic vendor registration, you certify and warrant that you are duly authorized, by the Wendor to: (i) register the
wendor, (i) file, an behalf of the Yendar, all of the information requested in this registration process; and (i) enter into this Agreement on
behall of the Vendor. By submitting this elactronic vendar registration, you hereby agree on behalf of the Wendar and far the benefit of each
agency and public body that:

1. The Wendar shall use S vendor registration update functionality to update the Wendar's registration information whenewer necessary to
ensure that the registration infarmation remains accurate and complete at all times

2. The ‘Yendor hereby warrants that the information provided by the ‘Yendor through the WSS registration and WSS registration update
functionality shall at all times be accurate, complete and current. The Vendor further warrants that each agency and public body shall be
entitled at all times to rely conclusively on the currency, accuracy and completeness of the information the Yendor has provided through the
WSS registration anc WSS registration update functionality as of that ciate suen if differsnt information is or has been available to or received
by agency or public body personnel through means other than the W55 registration and registration update functionality.

This Agreement shall remain in effect for as long as the Yendor is registered as a WSS wvendor. ALL RIGHTS ARE RESERVED TO CANCEL
THE VYENDOR'S REGISTRATION AT ANY TIME. |n the event the Yendor's registration is cancelled, the “Yendor shall remain bound to this
Agresment in regart to completion of any contract, purchase order or other electronic Procursment transaction that was macs or
acministerad in whole or in part using w55,

Accept Terms Reject Terms

You must Accept Terms to continue. If you do not agree with the terms, click on the Reject Terms
button and you will be returned to the Guests Login screen.

Click on the Accept Terms button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

E. The next screen is labeled CREATE LOCATION and is the first screen of the actual application.
Note, there is a menu on the left side of your screen that allows you to go back and forth between
components and sections within the application. You can navigate using these links to edit your
application before submission, or if you need to correct any errors you received after submitting
the application.

All fields marked with a red asterisk (*) are required.
All fields are case sensitive from this point forward. You may use ALL CAPS for all fields on
the application.

ohal Information

ep 1: Greate Location =24 =
Location Werification

Location Information and i
Create Location

This page allows you to enter general information about your arganization. Fields with a red asterisk (*) indicate required fields

Step 3: W-3 Information

Step 4 Account Administra
Step §: Ordering Address
Step 6: Payment Address
Step 7 Billing Address
Step 8: Business Type

Web Address

Flease Include hitp ¢ or hlips ¢
NOTE Required If pou wowld e fo recejve fids for solfation by Email

¥ Location Verification

Step 2 Semvice Arga
Step 10 Commodity
Step 11: Submit Registratic

TIN number will alvways be used. Please select "Use my TIN Number"
*arify My Locations by : -

% Headyuarters Information and Legal Name [—
Please complete this information that will be usedto define your organization and create your legal name.

Yendor/Customer : WS0000000117 *Organization Type M

Legal Mame : Ifyour Organization Type is “individual™ enter your

AliasfDBA - I First, Middle, and last Mames hefow. If pour

Qrganization Type s "Campany” entar jour Company

Location Mame : I Name befow. This infarmation wiil he used as pour

Legal Name

First Mame
Middle Name
Last Mame

1 oAl R —

=5 /T

| o

Enter your Web address in the field labeled such. Please include http://www. in the web address
information. This field is optional.

In the Location Verification section, select Enter TIN from the drop down menu. Your TIN
Number will allow you to access your account to make changes and update information.

In the Headquarters Information and Legal Name section, enter your company’s Alias or DBA, if
applicable. Choose your Organization Type from the drop down menu. If you file as an Individual,
enter your First and Last Names in the respective fields. If your business is a company, enter the
Company Name.

Use the scroll bar to the right to view subsequent information on this screen.

| vomgany Mame ;| |

r ¥ Emall and Ory
Please complete this addtional information that will be used to further define your organization.

*Classification S
Location Weh Address

i ¥ Discount Information
Please enter any Discount Terms your organization offers for prompt payment of invoices

Step 9: Senvice Area
Step 10: Commodity
Step 11: Submit Registratic

Mumber of Days 1 : Discount Percent 1
Mumber of Days 2 @

Mumber of Days 3 : Discount Percent 3

Dizcount Parcent 2

Mumber of Days 4 © Discount Percent 4

il
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

In the Emall and Organization Information section, choose your Company Classification from the
drop down menu. (This field is required).

In the Discount Information section, enter any payment discounts you offer the County. Note:
This discount will be applied to ALL invoices we receive from your company. If you do not
always offer discounts on all items or invoices leave this information blank.

When all fields are complete, click on the Next button to continue.
The next screen is called USER INFORMATION. The information recorded here will allow you to

access your account to update or change any information on your account. (ie. remittance advise,
Ordering information, phone numbers, account contacts, etc.)

Cobb County \ . Home  Personalize  Help  Accessibilty  Logout

nal Information
Step 1: Greate Location 2
~ Step 2: User Information

User Information

Step 4° Aocount Administra Flease establish a unique User 1D {Login ID) and Passward. Passwords and User ID's are case sensitive and should be alphanumeric

Step 5: Ordering Address
Step 6: Payment Address MOTE: ¥our User D is an identification name which is not necessarily your company name.

Step 7: Billing Address Please write down or remember your User 1D, 1t will be needed to login to VES

wUser Information

| Step 10 ooty “User D “Password

Step 11: Submit Registratic
Case Sensitive Case Sensitive
*First Mame *Retype Password
*Last Mame *Security Question I j
*Email *Security Answer
*Phone *Retype Security Answer
Farmat X000 P[]
Extensian Farmat K- XXX-XXXX

In the User Information section, enter a User ID (something you can easily remember), your First
Name, Last Name, your Email address and phone number

In the next column, enter your password. Choose your Security Question from the drop down
menu and provide your answer in the field below. Enter your fax number.

You may want to write this information down for future use.

Click on the Next button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS
G. The next screen is labeled W-9 INFORMATION. This information is REQUIRED.

Cobb County Accessibility  Logout

Step 1 Create Location =
Step 2: User Infonmation
~ Step 3. W-9 Information
Use Existing Taxpayer IC
Aol Wew Taxpayer |D My
Step 4 Account Administra
Step 5. Ordering Address

Step &: Payment Address % Add Hew ID Number
Step 7: Billing Address R add & newr Taxpayer 1D Mumber by completing the information below.

Step B B Typ .
L s USWSS - Taxpayer 1D Mumber :
Step S: Senice Areg

Step 10: Commuodity *Taxpayer D Number Type : hd
Step 11: Submit Registratic
*Name ;

Legal Name on W2

Business Mame :

¥ differant fram above

*address l—
ity l—
State | =
peode: [ |

W-@ Information
Please enter information from your W-S form (Request for Taxpayer Identification Mumber and Certification).

In the Add New Taxpayer ID Number section, enter your company Taxpayer ID Number. From
the drop down menu, select the appropriate Taxpayer ID Type. If you are an individual or Sole
Proprietor who files taxes with your Social Security Number and are 1099 reportable, select
SSN/ITIN/ATIN. If you are a Corporation, Non Profit Organization, or Partnership and have a TIN,
EIN, or Federal ID number select EIN. Enter the Name of your Company. In the following fields
enter your Address Information, Street address, City, State, and zip code.

Use the scroll bar to the right to view subsequent information on this screen.

Cobb Cuunty . Home  Personalize  Help  Accessibility  Logout

Infommation

Step 1. Greate Location =
Step 2: User Infonmation
~ Step 3 W-3 Infommation

Use Existing Taxpayer |L = Add New Taxpayer ID Number

felel Mew Taxpayer 1D Hu R sdd & new Taxpaysr 0 Mumber by completing the information belaw.

Step 4 Account Administra *Taypayer 1D Numbsr - I
Step 5: Ordering Address
Step &: Payment dddress *Taxpayer 1D Mumber Type : IE\N 'I

Step 7 Billing Address
e — *Narme I

Step 8: Business Type
Step @ Sewice Area Legal Name on W8

Step 10: Commadity Business Mame I

Step 11: Submit Registratic
¥ different from anove

*Address I—
e
*state - | |
e code [ |

% Use Existing Taxpayer ID Number
Lise @ Taxpayer D Mumber already an file by entering the Taxpayer ID Number and Type here. This option may apply if mare than
ne husiness location shares the same Taxpaver ID Number and is already registered in this system

Use Existing Taxpayer |D Numkber :
Taxpayer 1D Number Type © 'I

Do not enter in the Use Existing Taxpayer ID Number section. If changes are to be made,
complete a hard copy of the VMAP and mail to Cobb County Finance Department, 100 Cherokee
Street, Suite 410, Marietta, GA 30090.

Click on the Next button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

H. The following screen is labeled ACCOUNT ADMINISTRATOR ADDRESS. Your Account
Administrator is the individual authorized to access your account information to make changes or
update account information.

ortunities

Step 1 Greate Location =
Step 2: User Infonmation
Step 3 W-2 Infommation

~ Step 4: Account Administra

Account Administrator Address
Flease enter the address of the administrator of this account. An Account Administrator Address is required for wendor registration.

¥ Address Information
Please complete the address information below far your Ascount Administrator
Step 5 Ordering Address

Step & Payment Address *Street 1 *Phone County © I_
Step 7: Billing Address .
Slep 8 Business Type Street 2 : Phone Extension : County Name
Slep . Service Area . )
Step 10 Gommdity city Country
Step 11: Submit Registratic ®Stata/Provines © - =

*Zip/Postal Code © Additional Address Info. :

¥ Contact
IOTE: If you wart to receive notification of business apportunties you must specify email as correspondence type and erter an

email address

Please complete the contact information below for your Account Administratar

*Principal Contact I *Phane : Alternate Phone :
Email I Phane Extensian Alternate Phone Extension :
Correspondence Type I i Fan: Alternate Fax

In the Address Information section, enter the Street address for this individual’'s work place, and a
phone number to reach your Account Administrator. (These fields are required.)

In the Contact Information section, enter your Principal Contact’'s name and phone number.
(These fields are required.)

Use the scroll bar to the right to view subsequent information on this screen.

Step 1: Greate Location = *Zip/Postal Code © I Additional Address Info.
p er Infomation
Step Infanmation =

¥ Contact
IOTE: If vou want to receive notification of business opportunities you must specity email a5 correspondence type and enter an

I Stop 5. Orering fodmss | Email address

| AlEer BIEE e s Please complete the contact information below for your Account Sdministrator.

Step &: Payment Address

Step 7: Billing Address *Principal Contact : I *Phane : Alternate Phaone @ I

Step 8: Business Type

Step 9: Senice Ates Email : I Phone Extension : Alternate Phone Extension I
| step10: commodity

Step 11 Submit Registratic TGS I :I' Fax - Alternate Fai : I

= Contact Address
omplete this section OMLY if you are sdding & Contact and the Contact uses a different address than the address listed above

Street 1 I— Country I_
Street 2 ; County ©
Clty : I— County Mame :
StatesPravince : I—;l
Zip/Postal Code : l—

In the Contact Address section, enter the street address, City, State, and Zip code information for
your Principal Contact.

Click on the Next button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

The following screen is labeled ORDERING ADDRESS. (Required)

nal Infommation

Step 1: Greate Location = =
Step 2: User Infonmation
Step 3 W-2 Infommation
Slep & Account Administrs | OTdering Address (Required)
[+ Step 5: Ordering Address | 2 Address Please enter the address where we should send your orders. You may either select 3 previously entered address to be used as your
e nams Ordering &ddress or add a new address. An Ordering Address is required for vendor registration.

Use the following address as my Ordering Address © -

| Step6: Paymerd Addtess || g pgdress Information
Step 7. Billing Address el & neww Orclering Acdress by completing the information belaw

Step 8: Business Type
Step 9 Senice Airea Street 1: Fhone Gounty I_
Step 10 Gommodity li l— County Name
Step 11 Submit Reglstrati S50 Fhore Extension
City © Caountry
StatesPravince : i =
Zip/Postal Code : Additional Address Info.

|

You will need to enter the address you want your purchase and bid information sent to. Note: If
this address information is the same as your Account Administrator address, then select
ACCOUNT ADMINISTRATOR from the drop down menu. This feature will fill the information in
for you after you submit your application.

If your Ordering information is NOT the same as the Account Administrator information, proceed
on to the Address Information section.

In the Address Information section, enter the mailing address for all purchase orders.

Use the scroll bar to the right to view subsequent information on this screen.

Step 1. Greate Location = | Zip/Postal Code : I Additional Address Info. =
Step 2: User Infonmation
Step 3 W-9 Information =
Step & Account Administra
¥ Step & Ordering Addtess

v Contact
IOTE: If you want to receive notification of business opportunities you must specify email as correspondence type and erter an
email adoress

Pravide a contact for your Crdering Address by completing the information below

Step & Payment Address

Step 7: Billing Address Principal Contact Phaone ; Alternate Phone
| Slep® Business Type

Step 9: Semvice Area Email Phane Extensian @ alternate Phone Extension
| Step10 commodity

Step 11 Subm pezitatfl] | ' Ceontence Tree | Fax : Alternate Fax

¥ Contact Address
omplete this section OMLY if you are adding & Cortact and the Cortact uses a different address than the address listed above.

Street 1 Ii Country I—
Street 2 : County ©
City County Mame :
StatesProvince : i
ZipiPostal Code :

< Back | Next>

In the Contact Information section, enter a contact person for our purchasing agents. You may
also enter email, preferred correspondence type, and phone number information.

In the Contact Address section, enter the address for your Purchasing contact if it is different from
the Ordering address.

Click on the Next button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

J. The next screen is labeled PAYMENT ADDRESS. (Required) This information is your
remittance address and Accounts Receivable or Bookkeeping information.

If this information is the same as your Account Administrator, select this option from the drop
down menu. If this information is the same as the Ordering Address, select this option from the
drop down menu and this page of the form will be completed for you.

If your remittance address is different from the above, proceed to the Address Information
section. Enter the location where payments should be sent.

\/

Step 1: Create Location 2 =
Step 2 User Information

Step 3 W-3 Infommation
Step 4 Account Administra
Step 5. Ordering Address

Payment Address (Required)
Flease enter the address where we should send your payments. You may either select a previously entered address to be used as your
FPayment Address or add a new address. & Payment Address is required for vendor registration

+ Step & Payment Address

Uze the follawing address as my Payment Address @ -

v Address Information
icid & nevw Payment Address by completing the information below

Street 1 Phone
Street 2 Ii Phone Extension I—
City © Country
StatesPravince : < H
ZipiPostal Code : l— Additional Address Info

Step 7: Billing Address
Step 8 Business Type
Step @: Semvice Area

County I_

County Mame

Step 10: Cammadity
Step 11 Submit Registratic

Use the scroll bar to the right to view subsequent information on this screen.

In the Contact Information section, enter your Accounts Receivable or Bookkeeping contact
information. This information will be used by the Cobb County Finance department to contact you
about invoice and payment information in reference to your account. Enter the individual's Name,
Email, and Phone number.

If your Accounts Receivables address is different than the remittance address, please enter that
address in the Contact Address section.

ation  Forms and Additional Infornation

Additional Addrass Info.

Step 1: Greate Location = Zip/Postal Code :
Step 2: User Infonmation
Step 3 W3 Infommation =
Step 4. Account Administra
Step 5. Ordering Address
~ Step 6: Payment Address

v Contact
IOTE: If you want to receive notification of business opportunities you must specify email as correspondence type and enter an
email address

Pravide a contact for your Payment Address by completing the infarmation below

Principal Contact I Phone :
Email I Fhane Extension
carrespondence Type I < Fax :

¥ Contact Address
omplete this section OMLY if you are adding & Contact and the Contact uses a different address than the address listed above.

Street 1 country
Street 2: County : m
Gity County Mame ©
State/Province S
Zip/Postal Code :

Alternate Phone :

Alternate Phone Extension :

Step 2 Semvice Arga
Step 10 Commodity
Step 11: Submit Registratic

Alternate Fax

Click on the Next button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

K. The next screen is labeled BILLING ADDRESS. As a vendor you will not need to enter any
information on this screen unless, you are a customer of Cobb County.

Home  Personalize  Help  Accessibilty  Logout

Cobb County
Welc Iser s ortunities

Step 1. Greate Location =
Step 2: User Infonmation

ifendc stration  Formns and Additional Infommation

Billing Address
Slep 5 Ordering fcdress Flease enter the address to which we should send your kills by clicking the "Add button below. After clicking on the 'Add’ hutton, you may
Step 6 Payment Address either select a previously entered address to be used as your Billing Address or acd a new addrass

¥ Step 7: Billing Address
Use the following address as my Billing Address @ x

Step & Business Type - Address Information
Step 9. Senvice Area & & nevy Biling Address by completing the information below

Step 10: Gommodity

Step 11 Submit Registrati Street 1: Phone County I_
Street 2 : Phane Extension County Mame
City country

StatesProvince : i
ZipéPostal Code : Adiditional Address Info.

¥ Contact
Pravide a contact for your Biling Address by completing the information below

Principal Contact Phaone : Alternate Phone

Fmail Phnne Fxtrnsinn Alternate Phnne Fxtensinn

If you need to enter your customer information here, click on the Add button to enable the page.

In the Address Information section, enter the street address, City, State and Zip code your bill
should be mailed to.

In the Contact Information section, enter your Accounts Payable contact, email phone, and fax
information.

Use the scroll bar to view subsequent information on this page.

| Step2 Userinfommation F
Step 3t -9 Infomation Zip/Postal Code : Additional Address Info.

Step 4 Account Administra

Step 5. Ordering Address =

Step &: Payment Address
~ Step 7: Billing Address

= Contact
Provide a contact for your Biling Address by completing the information below.

Frincipal Contact I Fhone : Alternate Phone : li
Step 8: Business Type
Step % Semice Area Email I Phone Extension Alternate Phone Extension :
Step 10: Gormmodity
Step 11 Submit Registrate | 0 ooPonHente Troe I :l' L3 Alternate Fax :

¥ Contact Address
omplete this section OMLY if you are adding & Contact and the Contact uses a different address than the address listed abowe.

Street 1 Gountry :
Street 2 : County : m
City County MName :
State/Province <
Zip/Postal Code :

= Cancel Registration

In the Contact Address section, enter your Accounts Payable address if it is different from the
above address.

If both are the same, click the Next button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS
L. The next screen is labeled BUSINESS TYPE.

Cobb County

Step 1 Greate Location =
Step 2: User Infonmation
Step 3. W-3 Infommation

Step & Account Administrs | BUSINess Type
Step 5 Ordering Address Click the 'Add' hutton to select the appropriate Business Type for your arganization

Step 6 Payment fddress Add
Step 7: Billing Address

~ Step 8: Business Type
Step @ Semvice Area
Step 10 Commodity

Step 11 Submit Registratic < Back Next >

Business Type | Certification Humber | Certification Start Date | Certification End Date

Click on the Add button to complete this feature.

A menu will appear. Click on the box next to the appropriate type for your business.

=t
ANS ADVANTAGE

ation  Forms and Additional Infommation

Choose

Select one or more Business Types to associate to your company. To search for your Business Type,
enter a valid business type and click Browse. FPlease click Select to save your changes

Browse Clear

Business Type © I

hanufacturer

dobber

r
r

M Mon-Profit
[T Distributor
I

Whalesalsr

T Retailer
First Prev Next Last

OK | Cancel

Click on the OK button to continue.

M. The next screen is also labeled BUSINESS TYPE and is a continuation from the Add function in
the last step. If the last step was completed incorrectly, you can change your business type by
clicking on the Add button again and selecting the appropriate type.

Otherwise, enter your business Certification Number, and the certification Start and End dates (if
applicable).

Cobb County

Step teate Location 2

Step 3: W-9 Information

Step 4: Account Administra Type
Step A Ordering Address Click the "add’ button to select the appropriate Business Type for your organization

Step &: Payment Address Add

Business Type Certification Humber Certification Start Date | Certification End Date

Step 9: Senvice Area -
b e v Retailer | | |
Step 10: Commodity

Step 11: Submit Registratic Eirct| [ Prav | INed] | Laet
< Back | Next>

Cancel Registration

Click on the Next button to continue.
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COBB COUNTY

VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

N. The next screen is labeled SERVICE AREA. Click on the Add button to enable this feature.

Cobb County

=r

Step 1: Greate Location =24

Home  Personalize  Help  Accessibilty  Logou

tration

ppofunities

Step 2 User Information
Step 3: W-S Information
Step & Account Admi

Step 5 Ordering Address
Step 6. Payment Address
Step 7. Billing Address
Step 8: Business Type
~ Step 9: Senice Area
Step 10 Gommodity
Step 11: Submit Registratic

Service Area
Flease select the area(s) where your arganization can pravide its services. Glick the 'Add' button to view the Service Area Zones and make

your selection.

Service Area | Service Area Zone

First] Pres || Mext | Last

<Back | Next>

After clicking on the Add button, you will choose the appropriate service areas for your business.
Place a check mark by clicking on the box next to the appropriate option(s).

Cobb County

¥
ANS ADVANTAGE

Home  Persomalize  Help  Accessibilty  Logout

nal Information

Choose

Select one ar more Service Areas to associate to your company. To search for your Service Area, enter
in a valid service area and click Browse. Please click Select to save your choices

Browse Clear

Fervice Area Zone

Wi lehicle:

Continental - Including Canada, Morth &merica, Mexico and South America

Mational - Entire LS

Southeast Region - Including Gaorgia, Sauth Caraling, Florida, Alabama, Tennessas and Morth Carolina
State Wide - Georgia

Metro Atlarts - Including Cherokee, Clavton, Cobb, Dekalb, Douglas, Fayette, Fulton, Gwinnett, Henry, Rockdals

Cobb Courty

First Prev Mext Last

Click on the OK button to continue.

You will now return to the SERVICE AREA screen. The service areas selected should show up
in the middle of the page. (see the example below.)

Cobb County

Step 1 Greate Location =
Step 2: User Infonmation

Step 3 W-2 Infommation
Step 4 Account Administra
Step 5: Ordering Address
Step & Payment Address

Step 7: Billing Address
Step 8 Business Type

~ Step & Service Arsa

Step 10 Commodity
Step 11 Submit Registratic

Home  Personalize  Help  Accessibilty  Logout

Additional Information

Service Area
Flease select the area(s) where your organization can provide its services. Click the "Add’ button to view the Service Area Zones and make

your selection.

Service Area | Service Area Zone

v 3 State Wide - Georgia
Cobb County

1

< Back | Next>
Cancel Registration

Click on the Next button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

O. The next screen is labeled COMMODITY.

Cobb COunty personalize  Help  Accessibility  Logout

Step 1: Greste Location =
Step 2: User Infanmation
Step 3: W-9 Information

| Steps dcoount agministra | SOmmodity
Step 5: Ordeting Address Select the Commodities that best describe the goods and services your organization provides. Click the 'Add’ button to view the
Step 6: Payment Address commodites available for your selection.

Step 7 Billing Address m

Step 8 Business Type

Step 9: Sewice Area Commodity | Commodity Description
7
tep 10: tommodity
| 7 Hop 10 Couiwailiy First || Prev | Mest || Last
Step 11 Submit Registratic

Cancel Registration

Click on the Add button to begin associating your business with commodity information.

A Choose screen will pull forward after clicking on the Add button. You can search for particular
commodities by code or description. In most cases the commodity code number will not be
available to vendors. (vendor will have to look up by description)

In the description field, type a keyword for the item your company provides, or for the service it
provides. Search by using keywords and wildcards. The wildcard is an asterisk * and is used to
search for all items with this word in the commodity. For example, if your company sells and rents
uniforms, type *UNIFORM * in the description to view the associated commaodities. Select each
commodity by clicking on the box next to the appropriate item.

Cobb Cﬂunty 5 Home  Personalize  Help

ibility  Logout

pportunities  Vendor Registration  Formns and Additional Infommation

S ADVANTAGE
Choose

Select one or more Commaodities to associate to your company. To search for your Commadity, enter in a
valid Commadity Code or Description and click Browse. Please click Select to sawe your choices

Browse Clear

Gammaodity/Service Code ©
Commadity Description © [*UMNIFORM*

Must use wild card characten(s) ™ in Commaodity Description

For example:

FOOD™ will zearch for all commodities starting with the letters FOOD;

"FOOD will search for all commodities ending with the letters FOOD;

"FOOD* will search for all commaodities that hawe the |stters FOOD anywhere in the description

Commodity Description Commodity/Service Code
[T Badges, Emblems: Metal: Officers’, Unifarm, Cap, Ete 0R015
[T Clathing: Uniforms, Catton,Blends, Synthetic: Fire, Police,Ete 20072
[ Clathing: Emblems And Shoulder Patches (For Uniforms) 20021
¥ Clothing: Uniforms, Caotton 20086
'|74 Rental/Lease: Uniforms 55356

First Frau Mext Last

Click on the OK button to continue.
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

After clicking on OK, you are returned to the COMMODITY screen . The commodities you
selected should be listed in the middle of the screen. Verify that all applicable commodities have
been added. (Note: Only 10 commodities are visible at a time. You must click on next to view
subsequent commodities if you have selected more than 10.) If not, click on the Add button to
continue to add commodities.

Home

Personalize  Help  Accessibility  Logout

Cobb County

nal Infommation

Step 1. Create Location
Step 2: User Infonmation

Commodity
Select the Commodities that best describe the goods and services your organization provides. Click the 'Add’ button to view the

commaodites available far your selection

Commodity Commodity Description

Step 4 Account Administra
Step 5. Ordering Address

Step &: Payment Address
Step 7: Billing Address

Step 8 Business Type
Step O Service Area

~ Step 10 Gommodity - )
e e 20026 Clothing: Uniforms, Cotton
3 v |oe3ss RertallLease: Uniforms
First| | Prewv | MNext || Last

<Back | Next>
Cancel Registration

Click on the Next button to continue.

P. The next screen is labeled VERIFY AND SUBMIT REGISTRATION. You can review the
information recorded in the application by using the Navigation bar on the left side of the screen.
Each screen is underlined, and each section drops down after clicking on the Screen name.

When all information is added and verified, click on the Submit Registration button. If all the
information is submitted correctly, Thank you will appear. If you have any error messages, a note
will appear in yellow at the top of the screen with the number of errors. Click on the link labeled
“Click here for error messages” to view any errors. Make necessary corrections and then re-
submit.

Personalize  Help  Accessibility  Logout

Cobb County

Step 1: Create Location
Step 2 User Information

Step 5 W-3 Infommation
Step 4 Account Administra
Step 5. Ordering Address

Step &: Payment Address

Step 7: Billing Address
Step 8: Business Type
Step 9 Senvice Area
Step 10: Commadity
~" Step 11: Submit Registrati

Verify & Submit Registration
Click the 'Submit Registration' button to caomplete your an-line registration. You may review your registration prior to submitting it by clicking
an the 'Back' button or navigating through the registration pages on the left menu

Submit Registration

Cancel Registration

[ [ e et
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COBB COUNTY
VENDOR SELF SERVICE REGISTRATION INSTRUCTIONS

If your registration did not go through and you need help resolving errors contact the Cobb
County Purchasing Department at 770-528-8400.

Once your Registration is complete your vendor number will be sent to the Cobb County Finance
Department for final approval. You will need to send a copy of your company W-9 to
complete the vendor registration process. No applications will be approved without a W-9.

Mail the W-9 form to:

Cobb County Finance Department
100 Cherokee Street, Suite 410
Marietta, GA 30090

After your application has been submitted for registration, you will receive an e-mail confirming
your application has been received.

The e-mail will also include the details of your VSS account:
Your User ID is:

Your Headquarters Account Legal Name is:
Your Headquarters Account Code is:
Your Vendor Number is:

Your Location Name is:

Thank you for becoming a Cobb County Vendor!
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