AdvantageME Vendor Self Service

Foreign Vendor Registration or Activation Instructions
All Vendors must be registered or must activate their account with the State of Maine prior to any payments or contracts being released; below are the instructions for vendors to complete for either a full registration or activation.  (Full Registration – is for vendors that have not done business with the State of Maine previously.  Activation – is for those vendors that have done business with the State of Maine, but at least 18 – 24 months prior to July 1, 2007)
1. To start the process go to the following link:  http://www.maine.gov/purchases/venbid/newven.shtml 
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Vendor Self Service (VSS)

What is Vendor Self Service?

The Vendor Self Service (VSS) portal provides vendors with a single entry point to register, identily the commodities/services that their
company provides, scan for opportunities and respond to solicitations using the web.

Once a vendor registers, they can receive email confirmation for a new bid, cancelled solicitation, amendment, or notiication of award
The vendor will also be able to view commadity history, ask questions, and browse for awards (pending and completed).

If you have questions, please call the VSS Help Desk at (207) 6247889 or email VSS helpdesk@maine qov.

VSS How to Guides:

« Registration / Activation for: Individuals (MS-Word)
Registration / Activation for: Companies (MS-Word)
Adding a Location to a Headquarters Account (MS-Word)
Foreign Vendors (MS-Word)

How to Search for Awarded Bids (MS-Word)

W-9 Maiing/Fax Instructions (PDF)

Production Environment (VSS)

Vendor Access LOG IN{https://mevss hostams.com/webapp/PRDVSS 1X1/Advantage





2. Once on the VSS Login Page you will need to go to “New Users” and click on the blue register button.
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fendors Please Note:
1: ALL BIDS must be submitted NO LATER THAN 2:00 p.m. local time (1400 military time). Vendor Self Service will reject any bid entered after 2:00 p.m. on the Closing Date.
: 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.

Copyright © 2001, 2008, CGI Tedhnologies and Solutons Inc. AllRights Reserved. Use of tis software i subject to CGI Technologies and Solutons Inc.license agreement. AMS Advantage ®1s a registered trademark of CGI Technologies and Solutons Inc.




3. On the next page you will need to first print the page so you have all the necessary information needed to complete a Full Registration (if necessary).  Then scroll to the very bottom of the page and click on the blue “continue” button.

[image: image3.png]Home || Help.

E——

AdvantageME

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,

-—





4. On the next page you will need to enter your company name; then select the “search” button.
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5. If you only need to Activate your information you should see this view with your company listed, it should have a “yes” in the Headquarters column and “no” in the Activated column, then select “activate account” which you will see to the right side of the screen on the highlighted line with your company information.  If you only need to Activate your information please proceed to Step 7 below to continue the process.
[image: image5.png]AdvantageME

Search for your company location

Plesse enter al or part of your company name and clck Searchto see i your locaton s lready registered.

[ S— - |

Legal Name HQ Account | Activated

 ABCASSOCING DBA MEINEKE CARE CARE [ Yes No

Location Name Alias/DBA
Bctvate Account

8dd Location

'ABC CHILD CARE. ‘ANGELA BECKWITH Yes No —
. . o Actvate Account
ABCGLASS ves e ‘add Location
Actvate Account
ABC GROUP, LLC Yes No ‘dd Location
~ABC HOME MEDICAL SUPPLY INC Yes No Achvate account

‘dd Locatin





OR YOU MAY SEE

6. Another view that does not have your company listed; in which case you will need to register fully and would select the blue “New Registration” button.
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7. ACTIVATION ONLY INSTRUCTIONS
a) The next page you will see will be a verification required page; where you will need to enter your Taxpayer Number (Federal ID if you’re a company or your SSN if you’re an individual); the select the submit button.  (Enter the Taxpayer number with no dashes or spaces, just the digits)
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b) Next page will be a Memorandum of Agreement in which you will need to select the “accept terms” button in order to proceed with the rest of the process.
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Memorandum of Agreement

State of Maine:
Vendor Self Service (VSS)

Thark you for your nterestin providing goods and/or services to the State of Maine. In order to register as a Vendor with Maine's Vendor Self Service (

55), you must accept the terms of this Memorandum 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 vendr regisiration update fnctonalty to update the Vendor's registration information henever necessary to ensure that the regisiration nformation remains accurate and comy

3. The Vendor hereby warrants that the information provided by the Vendor through the VSS registration update functonaity shal at all tmes be accurate, complete and current. The Vendor further warrants
entitied at all times torely condusively on the currency, acauracy and completeness of the nformation the Vendor has provided throuch the VSS registration and VSS registration update functonaity as of 2 give
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 a5 long s the Vendor i regitered as a VSS vendor. Alrghts are reserved to cancel the Vendor's regisration 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




c) On the next page you will need to fill in all blocks those that have a “*” (red asterick) must be filled in; then select the blue “next” button.
ACTIVATION ONLY

The below screen shot is for those vendor that are activating their information only, this is what you will see after selecting the “accept terms” button
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User nformation

User Information

LegalName  Potters Industries

Please estabish a unique User ID (Login ) and Password, Passwords and User ID's are case sensitive and shouid be aiphanumeric.

:Jsev Name (case sensitive) l—
=B et [
— sthiane [
e —

Format 00r 0060000

extenson s

*passiord

“Retype Password
*Security Question

*Security Ansner

—p Phone:[ T *Retype Scarity Answer

Fax





FULL REGISTRATION
For those vendors that are completing a Full Registration the below screen shot is what you will see after selecting the “accept terms” button.  The highlighted boxes below are those that need to be filled in, except the red highlighted box; once you receive an approval of your registration you can then log in and enter you EFT Information if you so desire.  There are 9 steps in a full registration before you are able to finalize and submit.  Under the W-8 Form you would need to choose one of the following:  ECI – Business (Must have US TIN); BEN – Beneficial Owner (Must have US TIN); EXP – Gov’t Foundation or Tax Exempt Organization; or IMY – Partnership or Trust.  Click the “next” button when you have entered all of your information.
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This page allows you to enter general information about your organization. Fields with a red asterisk () indicate required fields. Fields without an asterisk are optional fields
Emalland thatdo not require nformation to complete vendor regiiration.

‘Step 2. User nformation
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Failre to complete regstration wil require ll filds to be re-entered when you return to the site.

2t locations within your company wil be required o use when registering a new location for your company.

"you selected ‘Create My Own "above.

Vendor Verifcation Based on
Vendor Verification Password
Confirm Verifcation

VLocation Information and Legal Name
Please complete this nformation that wil be used to define your organization and create your legal name. Values entered in either the First, Middle, and Last Name fields, or the Com
your Legal Name.

[Forganization Tyoe o] Compary = *Classificaton :[Foreign =]

TFyour TIN Type & SSW, select Individual,  LegaIName T

IFyour TV Type s EI, selct Company. sgspogas [
FirstName [
Locaton Name

Midde Name
b Address
Last Name

weren [

Franchise Account: [ Cataog DUNS 7]

EFT Information
Hyomwromke—toise Electronic Funds Transfer (EFT) to receive your payments, please complete the information within this section.

LU — Account Number —]
BankName Routing ID Number

Account Type: <] Speafic account rumber if account
rumber i 2 pooled account

EFT Status




d) On the final page click on “submit registration”
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Verify & Submit Registration

Clck the 'submit Registratin' button to complete your on-ine registration. You may review your registration prio to submitting it by cicking on the ‘Back' button or navigating through the registration pages on thelef

Submit Registration




e) This will be the last page you will see if the activation was submitted correctly.
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Thank You!

Congratulations, you have completed the registration process. You may now login to VSS using the User Name and Password you just created




