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Account Activation

How Do I Activate My Account?

Text-Only Instructions
This section provides quick textual instructions for activating a vendor account.

Step 1.

Step 2.

Step 3.

Step 4.

Step 5.
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Begin activating your account by navigating to the Vendor Self Service home page and
clicking the Activate button.

You must accept the Memorandum of Agreement terms in order to complete account
activation. Click Accept Terms.

Activation Tips details information that you need prior to activating your account. Click Next.
Search for your account via the Company Search or Individual Search.

Note: This depends on if your organization is registered with Los Angeles County as a
company structure or an individual person. Company Search is based on your Legal
Business Name and cannot be substituted with a “Doing Business As” name. If you are
unsure of your organization type, please contact Vendor Relations at 323-267-2725 or 323-
267-2729.

e The Company Search option allows you to search by Taxpayer ID Number OR Legal
Business Name. Enter the criteria and click Search.

e The Individual Search option allows you to search by Last Name AND Last 4 digits of
SSN. Enter the criteria and click Search.

The results show vendor information with a link that depends on your account status:

e The ‘Click here to activate your account’ link is used to activate an account in VSS.

e The ‘Contact your Administrator’ link displays the contact information for your VSS
account administrator if your business is already activated in VSS so that he or she can
create your user account.



Step 6.

Step 7.

Step 8.
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On the Account Verification page, enter the temporary password that Los Angeles County
provided in the email that was sent to your main contact and click Submit.

Vendor Code: 123456
YOUR COMPANY LEGAL NAME HERE

The County of Los Angeles is pleased to provide you online access to the newly launched Vendor Self-
Service (VSS) Portal. As a Vendor registered with the County, VSS will provide you with real-time access
to:

Your purchase orders established with the County

Your future scheduled payments with detail invoice information

Your warrant (check) history with detail invoice information and warrant statuses

Your ability to enter electronic invoices online for specific categories of purchase orders

To obtain access to VSS, simply click on the link below and follow the step-by-step instructions. Also
provided below is your temporary password which is needed to activate your account.

Vendor Self-Service (VSS) Portal: <http://lacovss.lacounty.gov/>
Temporary Password: 1234ABCD

Although this new feature is optional, we encourage you to visit the County's Vendor Self-Service (VSS)
Portal and learn more about how you can access information that will assist your business needs and
enable the County to be more responsive to your inquiries.

If you have any questions or need assistance, please contact Internal Services Department (ISD) Vendor
Relations at 323-267-2725; Monday through Thursday during the business hours of 8:00 am to 5:00 pm
PST.

Thank you for your attention.
Los Angeles County

Please do not respond to this email

Note: You are receiving this email because you have registered with the County of Los Angeles.

Create a new VSS account on the My User Information page. Required fields have a red
asterisk. Click Next when completed.

User ID and Password

Enter your email address twice

Select a Security Question and Password

This initial account will have the role of Primary Account Administrator. This user will
have the ability to access full account information and create new users so that other
individuals can also access your business’ account.

Click Submit Registration on the Verify & Submit Registration page to complete the VSS
account activation.


http://lacovss.lacounty.gov/
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Step 9. A Thank You page is displayed when the registration process is completed.
e You may now log in to VSS with the newly created User ID and Password

e An email confirmation is sent to the email address that was submitted with the
registration

Step 10.  The confirmation email has your User ID, Legal Business Name, and Vendor Number.
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Text and Graphical

Instructions

This section provides textual instructions followed with graphics for activating a vendor account.

Step 1. Begin activating your account by navigating to the VSS home page and clicking the Activate

button.

b

o 105

User ID

Password

Login

Password Reset

Click the Activate
butten to activate an

existing account l

M Deing Business with Los Angeles County  Click to view Uncsshed Warrants

transactions and much more. Click on the Activate button ta begin activating your accaunt

ndor Help Guide Menu

Forms & Downloads

Welcome to Los Angeles County Vendor Self Service

The Los Angeles County Vendor Self Senice allows you. as a payee/vendor, to manage your own account information. view your financial

Announcements Forms & Downloads
View All Announcements Click on a form below to either save it to your desktop or open it in
Adobe

Help Contact Us

Step 2. You must accept the Memorandum of Agreement terms in order to complete account

activation.

. o)

Welcome, New

Click Accept Terms.

Memorandum of Agreement

You must accept the terms of this Memorandum of Agreement n arder to register as a vendor with VSS. If you choose not to accept these terms yau wil be retumned
fothe HomePage for Guests

By submitting this ele ctronic vendor registration, you certfy and warrantthat you are duly authorized, by the Vendor to: () register the Vendor: i) file, on behalf of the
Vendar, all of the information requested in this registration process; and (iil) enter into this Agreement on behalf of the Vendor. By submiting this electronic vendar
registration, you hereby agree on behalf ofthe Vendor and for the benefit of each agency and public body that

1.The Vendor shall use VSS vendor registration update functionality to update the Vendor's registration information whenever necessary to ensure thatthe
registration information remains accurate and complete at all fimes.

2. The Vendor hereby warrants thatthe information provided by the Vendor through the VSS registration and VSS registration update funcionality shall at alltimes
be accurate, complete and current. The Vendor further warrants that each agency and public body shall be entiled at all times to rely conclusively on the currency,
accuracy and completeness of the information the Vendor has provided through the VSS regisiration and VSS registration pdate functionalit as of that date even it
different information is or has been available to or received by agency or public bady personnel through means ofher than the VSS registration and registration
update functionaliy

This Agreement shall remain in effectfor as long as the Vendor is registered as a VSS vendor. Allrights are reserved to cancel the Vendors registration at any time.
Inthe event the Vendor's registration is cancelled, the Vendor shall remain bound ta this Agreement in regard to completion of any contract, purchase order or other
electronic procurement transaction thatwas made or administered in whole of in part using VSS

Accept Terms Reject Terms

Contact Us

Step 3. Activation Tips details information that you need prior to activating your account. Click Next.

Welcome, New
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Activation Tips
Already Activated? Click here to login. Otherwise, click Next to continue.

Assemble the following information before continuing:

# Tax|D Mumber

» Legal Business name

+ ContactIinfermation (name, address, email, phone and fax)
o Account Administrator (person responsible for your account)
o Ordering
o Payment

Contact Us
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Step 4. Search for your account via the Company Search or Individual Search.

Note: This depends on if your organization is registered with Los Angeles County as a
company structure or an individual person. Company Search is based on your Legal
Business Name and cannot be substituted with a “Doing Business As” name. If you are
unsure of your organization type, please contact Vendor Relations at 323-267-2725 or 323-
267-2729.

e The Company Search option allows you to search by Taxpayer ID Number OR Legal

Business Name. Enter the criteria and click Search.
w Company Search
To see ifyou have a vendor code and have an Emplayer Identification Mumber (EIMN} on file, first search by TIM:

Taxpayer ldentification Number OF  Legal Business Name |*glass®

e The Individual Search option allows you to search by Last Name AND Last 4 digits of
SSN. Enter the criteria and click Search.

= Individual Search
To seeif you have a vendaor code and have a Social Security Number (SSN) on file enter your Last Name and last four digits of your Social Security Mumber

Last Hame LMD Last4 digits of SSN

=)

Step 5. The results show vendor information with a link that depends on your account status:
e The ‘Click here to activate your account’ link is used to activate an account in VSS.
e The ‘Contact your Administrator’ link displays the contact information for your VSS
account administrator if your business is already activated in VSS so that he or she can
create your user account.

The following exists for the infermation you entered:

Vendor Number  Legal Business lame AliasiDBA Name  Activated?
A7T0 Z GLASS & MRROR INC. Yes I Contact your Administrator I
PRIME GLASS Yes QLIaC o AL DS Talo
ALHANBRA GLASS £O to | Click here to activate your ascount |

101071 CHERRY GLASS Ho Click here to activate your account

002585 INTERHATIONAL GLASS CO Ho Click here to activate your account

Has your account been found and listed above?
Yes, but it is already registered ——————— Click the "Contact your Administrator” link to determine who you need to contact for access.
Yes, butitis not yet registered ———» Click the "Click here to activate your account” link to begin the process for activating your account.

Cancel Registration Back

Additional Resources & Information:

= As you complete each step and move to the next step, the system will check for errors.
If there are errors:
+ A nofification message will be displayed at the top of the page.
= Youmust correct the errors indicated before continuing to the next step.
= Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.
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Step 6. Enter the temporary password that Los Angeles County provided in the email that was sent to
your main contact and click Submit.

Vendor Code: 123456
YOUR COMPANY LEGAL NAME HERE

The County of Los Angeles is pleased to provide you online access to the newly launched Vendor Self-
Service (VSS) Portal. As a Vendor registered with the County, VSS will provide you with real-time access
to:

Your purchase orders established with the County

Your future scheduled payments with detail invoice information

Your warrant (check) history with detail invoice information and warrant statuses

Your ability to enter electronic invoices online for specific categories of purchase orders

To obtain access to VSS, simply click on the link below and follow the step-by-step instructions. Also
provided below is your temporary password which is needed to activate your account.

Vendor Self-Service (VSS) Portal: <http://lacovss.lacounty.gov/>
Temporary Password: 1234ABCD

Although this new feature is optional, we encourage you to visit the County's Vendor Self-Service (VSS)
Portal and learn more about how you can access information that will assist your business needs and
enable the County to be more responsive to your inquiries.

If you have any questions or need assistance, please contact Internal Services Department (ISD) Vendor
Relations at 323-267-2725; Monday through Thursday during the business hours of 8:00 am to 5:00 pm
PST.

Thank you for your attention.
Los Angeles County

Please do not respond to this email

Note: You are receiving this email because you have registered with the County of Los Angeles.

o, Errescy Bevort. | Contect Uy
:'%: Account Verification. [ comtoginten fruck it

NOVENDOR VERIFICATION PASSVORD REQUIRED FOR VERFICATION.Please very hat s is e headquarter which you are par of and ht fhe subit bution

| Vendos Verification Passwword |7| = Retum 1o Legal Hame Search

ACCount AGTINESTONOr Passwords are selby s Ao fyou
SATHAGW NG BISSASHS. S0 TR LIRSS ILIMIBN
below

Principal Contact

Emad

Phone

adkbbonal Resources & informatior: Cancel Registranon | Back | hext
it there are errors:

+ Anolification messags will be dksplayed sl the 109 of the page.
4 You mast correct the errors mxcated belore continuing (0 e pext step.
it Trequintly

(Comyrgpe 3001 311 GO Tommcnpan 1 Bt i A3 R Rasarces U o sfnmn 8 etact 5 (34 Tasonsogan 4o Soon i bcwnnt mppmemant AU S a8 3 8 e radumas o4 30 Tashecgas g Sotons o
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Step 7. Create a new VSS account. Required fields have a red asterisk. Click Next when

completed.

e User ID and Password

e Enter your email address twice

e Select a Security Question and Password

e This initial account will have the role of Primary Account Administrator. This user will
have the ability to access full account information and create new users so that other
individuals can also access your business’ account.

Privacy Report | Contact:

My User Information Cancel Registraton | | Back | | Next

Create your user ID here. You will be Primary Account Please see the Frequently Asked Questions for additional detalls about
the Primary Account Administrator role.

Ouser inkormation v General Information

o Submi - &
Qe siomt user i (cosesensioe) g

(User ID should be between 2 and 16 characters in length )
“First Name : jane
“Last Mum.:[mi
Re-enter Email: [ oty 907
“Phone: (373555 8076 =

000000
Fax:
YO0
w Password

*Password (case » :
Sensite). [eeeeseees (Passwords should be between 2 and 16 characters in length

e
Password:
“Security Question :[\hat is your mother's maiden name? ¥

* Indicates a required field
Additional Resources & information: Cancel Registration Back | Next

« As you complete each step and move to the next step, the system will check for errors.
M there are errors:
* Anotification message vill be displayed at the top of the page.

. step.
« Additional Help can be

Sopyrgh © 2001, 2011, COI Technsiopes and Soitins inc. AT RQMS Rasarved. Use of 1N 5ot ' sudject 13 CO1 Tachnsiopes €01 Taorecioges ans Soktons Inc

Step 8. Click Submit Registration to complete the VSS account activation.

- Privacy Beport | ContactUs
%‘

b - i i i i Cancel Registraton Back
; Verify & Submit Registration [_ConceiRegstranon | [Back]
Wokcome, Hew

Click the ‘Submit Registrabon’ buion 1o complete your registraion. You may review your regisralion prior 1o Submiiing by cicking on the Back bulon of navigating through the
Vexremetr||  rwsskatonoues on mesemen
A0 Qusaien)

BB User insormaton

[0 Verity and Submit Addional Resources & information:

R traton 3
ot [ ConceRegsraton | [Bock|

. As tep, the system will check for erTors.
Mt there are errors:
ok the page.
tep.
.00 Soutons iz scwse spvament
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Step 9. A Thank You page is displayed when the registration process is completed.
e You may now log in to VSS with the newly created User ID and Password
e An email confirmation is sent to the email address that was submitted with the

registration

Preeacy Sepoct | Contects

Step 10.  The confirmation email has your User ID, Legal Business Name, and Vendor Number.

From: Hogt@Mass.com_[mailto:Host@Hass.com]

Sent: Tuesday, November 13, 2812 5:58 PM

To: Doe, Jane

Subject: ADVMAIL: WELCOME TO ADVANTAGE V5SS

Jane Doe:

Congratulations, you are now a registered user of ADVANTAGE Vendor Self Serwice (VSS).
Here are some details about your VSS account:

Your User ID is: usertestegl

Your Legal Business Name is: usertest@sl
Your Vendor Number is: V(2231

If you have guestions, please contact Mr. Contact Name at 999-999-9509,

Page 9 of 10



Vendor Activation Quick Reference Guide

What are the Different Access Levels?
There are three access levels a user can be assigned:

e Account Administrator — User can maintain all account information including user information.
o One user is defined as the ‘primary’ account administrator for contact purposes.
o The first user to register an account is assigned as the primary account administrator.
e Full Access — User can maintain all account information except for user information.
e Display Only — User can view account information but cannot update the information. The user
can, however, maintain their user profile information.
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