Adding a Location to a Headquarters Account in the State of Maine Advantage VSS
Go to the following link:  https://mevss.hostams.com/webapp/PRDVSS1X1/Advantage
1.  Click on the “Register” button under New Users
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: This website will only work with the following Web Browsers - Interet Explorer 7 or higher; Netscape 7.2; and Firefox 3.5. I you are using a MAC that has a version of Safari lower than version 4, you must go to

rchases and click on the MAC User Link located on the right hand side of the screen to download an additional plug-in called Gitrix. If you are using any other Web browser not listed above; such as.
Google Chrome you will not be able to use the VSS.
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2.  Scroll to the bottom of the next page and click on “continue”
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Wielcome to the State of Maine's Vendor Self Serice (VSS) Website
To view demonstrations of VSS functionality, please ik hers.
Already registered? Cick per tologin. Otherwise, continue below.

Please assemble the folowing information before continuing with your registratin. Note that a par ially completed registration wil ot be saved, so you wil need to complete the registraton process in one itting. It should take 5 - 10 minutes to complete.

 Information on each locatin (frst location entered wil be considered the Headauarters)
 TaxID Number (EIN or SSN)
Legal Business name.
« Contact Information
'© Account Adnminstrator (person responsible for your account)
= Neme
= Address
= Emal
= Phone
= Fax
© Procurement Address
© Payment Address
« Commodty Code(s)
0 The NIGP codes desaribing the products and/or services you can offe the State of Maine:

'PLEASE NOTE: A completed and signed Form /-8 must be maild or faxed to
Offce of the State Controller

Atn: Vendor Registration

Burton M. Cross Buiding, 4th Floor

14 State House Station

Augusta, ME 043330014

(207) 6268447

form, please cick on the TForms and Additonal Information” link at the top of s page,

-—





3.  Next  your company’s legal name and click the “search” button.   Click on the entry where the HQ Account column is “Yes” to highlight it and then click on “add location”
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4.  Next enter the Federal Taxpayer 9 digit number, with no dashes or spaces, then select the submit button.
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Verification Required

s

Vendor

To 1D Rimbers mist be 9 0t 0 dastes

Headquarters : 185 Spring Street
Varmouth MED4096
us

Passuords are set by your Account Adminiirator. Ifyou donftknow the passird, see the contact
informaton below.

Account Administrator

Principal Contact :Sarah Fairbariks
Emal sfabanks @pp-ps.com

Phone 2078473313




5. Click on “accept terms”
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Memorandum of Agreement

State of Maine:
Vendor Self Service (VSS)

Thark you for your interestin providing goods andjr services o the State of Maine. In order to register as a Vendor with Main

fendor Self Service (VSS), you must accept the terms of this Memorandu of A

By submitting tis electronic vendor registraton, you certfy and warrant that you are duly authorized by the Vendor to
1 regiter the Vendor;
2. fle, on behalf of the Vendor, al of the information requested n tisregistration process; and

3. enter into this Agreement on behalf of the Vendor.

Furthermre, you hereby agree on behalf of the Vendor and for the benefit of each authorized State agency that:

1. All procurement transactions mad, in whole or in part, utizng the State of Maine's electroric procurement soluton shall without exception be governed by the laws of the State of Maine.

2. The Vendor shall use VSS vendor regitration update functionaity to update the Vendor's regitration information whenever necessary to ensure that the regitration nformation remains accurate and con

3. The Vendor hereby warrants that the information provided by the Vendor through the VSS registration update functonaity shal at al mes be accurate, complete and current. The Vendor further warrants
entitied at all s torely condusively on the currency, acaracy and completeness of the nformation the Vendor has provided trough the VSS regstration and VS registration update functonaity 25 of a v
been avaiable to o received by authorized State agency personnel through means other than the VSS registration and registraton update functionality,

This Agreement shallremain n effect for 25 long as the Vendor i regitered as a VSS vendor. Al rights are reserved to cance the Vendar's regitration at any time. In the event that the Vendor's regitration's ¢
Agreementin regard to the completion of any contract, purchase order or other electronic procurement transaction that was made or adminstered in whole o n part using VSS.

Accept Terms Reject Terms




6.   Then enter the Alias/DBA:  Enhanced Communications of New England; Organization Type:  Company; Company Name:  Fairpoint Communications Inc; and Classification:  Corporation; then click the blue “next” button.  (DO NOT enter any EFT Information –the Office of the State Controller prefers to screen and enter this information; please refer to this website for more information http://www.maine.gov/osc/accounting/eft.htm )  
[image: image6.png]z

‘Step 1 Create Location
Creste Headguarters
Location nformation and Lea

Emalland nforn

‘Step 2. User nformation

Create Location

This page allows you to enter general information about your organizatin. Fields with a red asterisk (*) indicate required fiels.
To access addtonal help for a specificstep n the VS Vendor Registration process perform a right mouse cick on the page and then choose Page Help from the selection box. A new windo will pop-up displaying th

- DCreate Headquarters

‘Step 3. W-9 information

‘Step & Procurement Address
‘Step 5. Pavment Address

‘Step 6. Biling Address.
‘Step 7_Business Type
‘Step & Commodiy

VLocation Information and Legal Name
Please complete this nformation that wil be used to define your organization and create your legal name.

Vendor/Customer Cod £ YS0000011011 [#rganization Type :[Company 3]

‘Step o Submit Regisiration

your Organization s Tndividual"enter your Fst, Viddle, and Last RGeS Below: TFyour Orgarmzston Type is ‘Company "enter your Company Name below. T

Hios6 Toranced Cormoncatons Jorainors
e e —
I —
e —
Company Name : Indy Protecton Services
e i

V-8 Form =l

EFT Information

Vot would- ke To-use Electronic Funds Transfer (EFT) to receive your payments, please complete the information within this section.

[ — | AccountNumber :

Bank Name :

Account Type ¢ < Routing ID Number :

‘Speofic sccount number if sccount
rumber i 2 pooled account

T Status
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7.  Then create a UserID, enter your contact information, create a password and choose a security question; then click on blue “next” button.
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8.  Enter the Federal Taxpayer ID 9 digit number and choose Taxpayer ID Number type:  EIN; then click “next”
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9.  Enter the address information and phone number.  Enter the contact information and phone; including email and correspondence type.  If the contact address is different the Procurement address then you will need to enter that information in as well.  Finally click “next”
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10.  If the Payment  address and contact info is the same as above then you can choose “procurement address” from the dropdown and click on “next” the information will auto fill from previous page.  Otherwise if the information is different you will need to enter it in the same manner you did for the Procurement; then click “next” when done.
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11.  The next address page is optional, most do not use, so you can just click “next”
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12.  Business Type is N/A click “next”
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13.  Commodities if you choose to add commodity codes to your information you would choose the “add” button.  If you choose not to add commodity codes then click on “next”, you can go back and add codes later by logging in and going to the “account maintenance” section to add codes.
[image: image13.png]Vendor Reaistration nd AddionalInformation

Step 1. Create Location
Step 2. User Information
Step 3 Vi-6 nformation

— Step & Procurement addres:
Step s Payment Agoress
Step s Biing Acgress
Step 7 Busiess Tupe
Step’: Commooty
Steos Submit Reqiaton — [or o

Select the Commodities that best describe the goods and services your organization provides. Cick the Add' button to view the commoites avaiable for your selecton.

Commodi

J < sack | next> |




14.  If you choose to add codes now then you would enter a description of the service or commodity your company provides and check it off on the list and then click “ok”
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15.  Once you are done adding all the commodity codes you desire, then click “next”
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16.  Finally click the “submit registration” button
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17.  You should receive the “Thank You” screen when done.
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Thank You!

Congratulations, you have completed the registration pracess. You may now Iogin to VSS using the User Name and Password you Just created





