Vendor Quick Registration

The Vendor Quick Registration Guide is an eleven step instruction guide that will assist you in registering on-line quickly
and easily. Please follow the instructions precisely and provide the information requested:

Step 1: Accessing the System

1. To getto the Vendor Self Service System from the internet enter the following URL address

https://emars.ky.gov/online/vss/Advantage .
2. Click on Register or Activate my Account (blue tag) to register your business.
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Click Register

Welcome to Kentucky's Vendor Self Service System

Registered Vendors Guests

. Account Maintenance Register or Activate my Account

. Respond to Solicitations . Add my company

. Post to Bulletin Board . Activate my account
v
Pass#ord . Login NOT Required for View ONLY

View Business Opportunities
Forgot Your Password? Click Hers .
Bulletin Board

View postings made by other vendors

Catalog Search

. Search available Statewide Contract Pricing

Additional Vendor resources

3. Read the information on the Registration Requirements page then scroll to the bottom of the page and click
Continue.
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Already registered? Click here o login. Otherwise, continue below.

Assemble the following information befare continuing:

Inforrnation on each location (first location entered will be considered the Headguarters)
Tax 10 Mumkber
Legal Buginess nare
Contact Infarmation (narme, address, erail, phone and fax)
o Account Administrator (person respongible foryour account)
o Ordering
o Payment
s Descriptions of your products and serdces (for exarmple, commodity codes)

The vendor registration process is designed to gather information that will be used in doing business with your organization.
Itis essential that the information about your arganization is accurate and complete. The registration process should take between 10 - 20 minutes 1o

complete. Your information will not be saved until the registration is complete.
Flease he advised thatyour session will be timed out after 15 minutes of inactivity, and your information will not be saved.

If at any time you have problems registering, please contact the Customer Resource Center at 1-877-97 3-HELP(4357).

W Click Continue



https://emars.ky.gov/online/vss/Advantage

4. On Search for your company location page, in Company Name field type part of your name or part of your
company’s name using an asterisk * as a wildcard. *Wildcat* will return any name with Wildcat in any part of the name.
5. Click Search.
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Flease enter all or part of your cormpany name and click 'Search'to see ifyour location is already registered.

Company Mame :|

Legal Name | Location Name | Alias/DBA | HQ Account | Activated
First|  Preso| Rext| [Last

6. Scroll to the bottom section of the page, if you do not see your name or company’s name click New Registration.
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Search for your company location
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Flease enter all or part of yvour company name and click 'Search'to see ifyour location is already registered.

Company Marme | || -

Legal Name | Location Name | Alias/DBA | HQ Account | Activated
First|  Preso] hMext| [Last

Is your company listed 2
Yeg, but my Location is not activated * Click Activate Accountforthe accountyou wish to activate.
Yeg, | found my Headguarters but not my Location * Click Agdf Location to create new Location for the existing Headguarters.

Yeg, my Account is activated but | don't know the lagin * Contactyour Headguarters for assistance.

Mo, Register Mo *% Click New Registration




If you DO see your name or your company’s name, then you or your company have already registered with us but have
not created a user ID or password to allow you access to your account in VSS. Click Activate Account.
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Please enter all or part of your company name and click ‘Search'to see ifyour location is already registered,

Click Activate Account

Cormpany Mame ; [Swildcat™

Alias/DBA | HQ Account | Activated

Legal Name Location Name

~ CAMPWILDCAT PRES FUND 1325 COUNTY FARM RD Yes 1{0a]

Activate Accourt
Add L ocation
Activate Accourt
Add Location
Activate Account
Add L ocation
Activate Accourt
Add Location
Activate Account
Add L ocation

WLDCAT COMTRACTING 9677 GRANDYIEW LAKE RD Ves (]

WALDCAT ELECTRICAL COMT 2120w LEXINGTON AWE Wes Mo

WLDCAT FERCE COMPARY INC 930 MASON AWE Ves (]

WLDCAT GAS AMALYSIS LLC 275 MOTOR SPORT RD Wes Mo

Firstl Prevl Nextl Lastl

You will enter your Tax ldentification Number (TIN) as your Password. Click Submit.
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Verification Required
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To hawe your Yendor Verification Pagsword reset, the Comrmonwealth requires you to fax a request on company letterhead, Fax number ( §02)564-
1486,

Yendor Yerification Passward Return to Yendor Name Search

e

Click Submit after entering TIN

Headguarers :

Passwords are set by vour Yendor Adrinistrator, Ifyou don't know the password, see the

Vendor Administrator ] .
contact information below,

Principal Contact :
Email :

Fhone :



7. On the Registration Agreement page read the terms and then click Accept Terms.
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AMS ADVANTAGE
Registration Agreement
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ou must accept the terms ofthis Redistration Agreament in order to register a5 avendor with V33, Ifyou choose notto acceptthese terms you will be
retumed to the HomePage for Guests.

By submitting this electronic vendor registration you cedify and warrant thatyou are duly autharized, by the Yendar to: (i register the Yendor, i) file, on
hehalf ofthe Vendor all afthe information requested in this registration pracess; and (i enter into this Agreement an behalf of the Vendor, By
submitting this electronic vendor registration, you hareby agree on behalf ofthe Vendar and for the heneft of each agency and pubilic bodythat

1. The Yendar shall use Y35 vendar reqistration update functionality to update the Yendor's registration information whenever necessany to ensure that
the ragistration information remaing aceurate and complete &t alltimes.,

2. The Yendar herelywarrants that the information provided by the Vendor through the Y58 registration and V55 reaistration update functionaliy shall at
alltimes be accurate, complete and current The Yendor fudher warrants that each agency and public body shall be entiled at all times to rely
conclisively on the currency, accuracy and completeness ofthe information the Vendor has provided through the Y53 registration and 33 registration
Update functionality as of that date even if different information is or has been availahle to or received by agency or public hody personnel thraugh
feans other than the V35 registration and registration update functionality.

3. The Yendar agrees to Use an electronic signature in order to facilitate electronic transactions with stale govemment. The use of an electranic
signature is stinulated under kKRS 369.101-369.120. There is anly one password code given out pervendor and it must be under the sole contral ofthe
person Using it This code is used to submit solicitation respanses. 1tis the vendor's responsinility o safeguard the password codes to ensure that the
nersan itis heing given to has the autharity to enterinto & contract with the Commonivealth of Kentucky andfor o make changes to the vendar's record.
The password code mustnothe shared amangst users. The vendor is herely notified that any elecronic solicitation respanses or electonic requests
to change thevendor's records are legally binding, if authorized using their password code,

This Agreement shall remain in effectfor as long as the Yendor is registered as a V35 vendor, All ights are reserved to cancel the Vendor's registration
atanytime. Inthe eventthe Yendar's registration is cancelled, the Yendar shall remain hound to this Agreement in reqard to completion of any contract,
purchase order or other electronic procurement transaction thatvwas made or administerad inwhole orin partusing Y35,

Click Accept Terms




Step 2: Location Verification

1. In Location Verification section click on drop down arrow next to “Verify My Locations by” and select either Use my
TIN number or Create my Own.
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+ Step 1: Business Informatiol =

Location erification

Location Information and |

EFT Information

Ernall and Oroanization Ind
Discourt Information Step 1: Business Information
Step 2 User Information
Step 343 Information This page allows you to enter general information aboutyour arganization. Fields with a red

Step 4 Sccount Administrs] asterisk (") indicate required fields. Fields without an asterisk are optional fields that do not
Step & Ordering Sddress require infarmation to complete vendoar registration.

Step & Payment Address
Step 7. Biling Address MOTE: This site does not autormatically Save when you exit. Please resalve any errars and do not

Step & Bidding Interests exit this site until you receive a confirmation of successiul registration. Failure to complete N
Step 3 Preview & Submit R registration will require all fields to be re-entered when you return to the site. -

—eLocation Verification
This section may be uzed to establish & pazsword used by other locstions within your organization when registering s newy locstion.
OTE: If no additional locations exist the No Password Reguived option should be selected from the drop dovwen list,

ety My Locations by =

wiou selected "Create My Cwn" abowve. e

se my Taxpayer D Mumber
Create my Own
Vendor Verfication Passward - [0 Password Reguired

Yendor Vetification Based an :

Click on drop down button and select either Use
my Taxpayer 1D Number of Create my Own

Confirm Verification ; |

2. Next go to Location Information and Legal Name section.

3. For Organization Type, select Company or Individual. If organization type selected is a company, enter your
Company Name. If organization type selected is an individual enter your First Name, Middle Name and Last Name.
4. Enter Location Name (Enter City only).

5. In Organization Information section, select the appropriate Classification. Companies should only select
Partnership, Corporation, Nonresident Alien, Trust, Foreign, State Government, Other Government or Other.
Individuals should only select Individual or Sole Proprietorship.

6. Click Next
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Help Accessibility Lo-gout
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lease complete this information that will be used to define your organization and creste your legal name. Values entered in either the First, Middle, and Last Ham

EvLocmion Information and Legal Name

EFT Information ields, or the Company Hame field, will be used to create your Legal Hame,

Etnall and Crganization 0l ‘Organization Type :I vI "Classification :| ;I
[ rit Informati

ffvour Tild Tipe s 55N, select Legal Mame :

Inoiiiciual, Ifyour TIN Tipe s EXN, . .

safact Company. Alias/DBA: I

First Marne :I Lacation Mame : |
Middle Marme : | Plioase enter your street scdress

=] ing Irterests here.
Step 9: Preview & Subimit F Last Mame : I Weh Address - I

W-8 Form I vl

Company Mame :

T s azo




Step 3: User Information

1. InUser Information section, enter a User ID that you will use to sign in, your First Name, Last Name, Email
Address, Phone, Password, Retype your Password, Security Question, Security Answer, Retype Security
Answer and Fax. @ TO RECEIVE EMAIL NOTIFICATIONSABOUT OUR SOLICITATIONSYOU MUST
ENTER A VALID E-MAIL ADDRESS. PLEASE WRITE DOWN YOUR USER ID AND PASSWORD TO LOGIN
TO THE SYSTEM AFTER YOU HAVE REGISTERED. (PLACE IN A SECURE AREA)
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Accessibility Logout

Step 1: Business informatiol « | Step 2: User Information

~ Step 2: User Information | | Flease establish a unique User 1D {Login 100 and Password for your VSS Account

User Informetion Administratar. Passwards and User [D's are tase sensitive and should be Enter ALL of the information
Step 3t V-8 Information alphanurmeric. Please make note of your User ID and Password for future reference. . .
Step & Agcount Adminisira requested for user information.
Step & Crdering Address
Step B Payment Address BOO
Step 7 Hiling Address ~wlser Information
Step 8 Bidding Inferests /

Stepp G Previevs & Subimit R “UserID: | *Password : |
Case Sensltive and must be bebween 2 Case Sensitive and must be between 2 and
ahd 16 characters in fength. 16 characters In lengih.
‘First Mame : I ‘Retype Password : |
'LastName:| ‘Becurity Question:| ;I
'Email:l 'SecurimAnswer:l
'Phgne;l "Retype Securil\,fAnswer:l
Format XXX
Extension : I
Fas: |

Additional Resources & Infarmation: < Back MNext >

Step 4: W-9 Information

1. On the W-9 Information page go to Add New Taxpayer ID Number. Enter your Taxpayer ID Number, Taxpayer 1D
Number Type (EIN-For Company’s or SSN-For Individuals), Address, City, State and Zip.
2. Click Next

nars.ky.gov - AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer =1=] x|

Yiew  Favorites

File  Edit Tools

Help

Heme Help Accessibility Logout

ar nal Information

Step 1: Business Informstiol -

Step 2 User Information | . .
" Step 3 W8 Information Click Next after enteri ng

Aol Meswr Taxpayer 1D Ny E information below
Taxpayer I Mumber Alre:

Step 4 Account Administral Step 3: W-9 Information V

Step 50 Ordering Address Please enter infarmation from your -9 form (Request for Taxpayver [dentification
Step 6: Payment Address Murmber and Ceificatian).

Step 7 o Address I < Back Next >
Step & Bidding Interests

m ~Add New Taxpayer ID Number

Lo & nesw Taxpayer 1D Mumber by completing the information below .

Taxpayer 1D Mumber I

Enter your Taxpayer 1D Number, Taxpayer
V0 spaces o dashes ID Number Type, City, State and Zip Code.
Taxpayer D Mumber Type I vl

Legal Marme on -9 ||

Business Mame I
I differant from Legal Mame
Adiress : |
city |

State : I LI
Zpcoge:[ —




Step 5: Account Administrator Address

1. In Address Information section enter Streetl, Street2 (apt/suite), City, State/Province, Zip/Postal Code, and Phone.
Under Contact Information, Enter Principal Contact person, Email and Phone.
2. Click Next

Help Accessibility Logout

~ Step 4: Sccount Sdministrsl
Address Information
Cortact Information Step 4: Account Administrator Address
Cortact Address Flease enter the address of the administrator of this account. Flease note that Account

Step 50 Crdering Address Administrator, Ordering and Payment addresses are required for vendor registration. Back N

Step o Address

r=Address Information

% Flease complete the address information below for your Account Administrator.
‘Street 1 : |123 Comrmonwealth Dr ‘Phone |502—555-1212
Street 2 I Fhone Extension I
“City : IFrankfgr[ Country ; |United States LI
‘StatesPravince | [Kentucky =] =

'ZipiPostal Code : Imam Additional Address Info. ;

r=Contact Information
Fleaze complete the contact information belove for your Accourt Administestar,

‘Principal Contact: |Kentucky ‘Phone : |502—555—1212 Alternate Phone I

Ermnail : |cumm0nwealth@ky_gov Fhone Extension : I Alternate Phone Extension : I e
Corespondence Type |Emai| vl Fa: |502-555—1234 Alternate Fax: |

Step 6: Ordering Address

1. Click the drop down arrow next to “Use the following address as my Ordering Address” and if all of your Ordering
Address information is the same as the Account Administrator information select Account Administrator.

2. If your Ordering Address is different from the Account Administrator Address enter the appropriate information.
3. Click Next

Help Accessibility Logout
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Step coount Addministra

" Step 5 Orceting Address Step 5: Ordering Add If Orderi ng Addressisthe same
Address Information ep 3 Ordering ress L
Contact Information Fleasze enter the address where we should send your purchase arders. An Crdering Address is as theACC(.)UI’ﬂ.I Aqml nistrator .
Contact Address required for vendor registration. Ifyou need to add mare than one ardering address, you may do so Address C||Ck INCl r‘Cle and wait

Step 6 Payment Address under"Account Maintainence" after you complete vour registration and log in. fOT informar[i onto be populated
| before clicking Next.

Copy Address and Cortact Information From: " Account Administratar

—wAddress Information
L& & newe Ordering Address by completing the information below.

‘Street1 :I 'Phune:l
Street 2 :| Fhone Extension :I
ity | Country : IFrench Southern Territories LI

"StatelProvince ; | =l =]
‘FipiPostal Code ; I Additional Address Info. :




Step 7: Payment Address

1. Click the drop down arrow next to “Use the following address as my Payment Address” and if all of your Payment
Address information is the same as the Account Administrator information select Account Administrator.

2. If your Payment Address is different from the Account Administrator Address enter the appropriate information.

3. Click Next

Accessibility Logout

S[E].[" S ERVICE o Ha
R LB | f Ordering Addressis the same
as the Account Administrator
Address or Ordering Address
click in circle and wait for
information to be populated
before clicking Next.

“endor Registration

Dpportunities

Step 1: Business Information - Step G Payment Address
Zigp s U hvaiieion) Flease enterthe address where we should send your payments. A Payment Address is reguired
Sten 2 W-3 Informetion vendor registration. Ifyou need to add more than one payment address, you may do so under
Step & Accourt Administrst | Account Maintainence” after you complete your registration and log in.
Step 5 Ordering Address
~ Step B Payment Address
Address Information
Contact Informeation r )
Contact Address Ordering
Step ¥ Biling Address £ Back MNext >
Step & Bidding Interests
Step 9: Preview & Submit R |- A ddress Information
o & newy Payment Address by completing the information below.

Copy Address and Contact Information From:  account Administrator

*Street 1 :I 'Phone:l
Street 2 | Fhone Extension I
ity | Country |French Southern Territaries LI
"StatesProvince I LI ;I

‘ZipiPostal Code I Additional Address Info.

Step 8: Billing Address
1. The information on the Billing Address screen is NOT required

2. Click Next

Step 9: Business Type

1. Please read Business Type (Required) information.
2. Click Add.
3. Choose. Select only one Business Type by selecting the appropriate box.

Accessibility Lo-gout

nal Information

AMS ADVANTAGE

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 Search. Please click Ok to save your changes.

Llear
Business Type | Select only one Business
Tvoe and click OK.

T EmployesiCommonswealth of KY
I Government
I Mon-Profit

™ FRegular
First Frev Mext Last

0K | Cancel



Step 10: Commodity

1. Please read the Commodity (Required) information and please select all commodity codes that describe your
organization.
2. Click Add

File Edit Wiew Favorites Tools Help -

Help

Accessibility Logout
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help & advice

Step 8: Bidding Interests
Please enterthe Business Types, Service Areas, and/or Comrmodities appropriste for
your arganization. This informmation is optiohal butwill be used to determine when to

Step 9 Previews & Subrmit B send electronic solicitation notifications.
i | < Back | Next>

elect the buziness type that best describes your organization. Click the 'Add' Buttan to wiew and select the appropriate Business Type far your organizstion.

PBusiness Type
Elease note that certification dates are not required.

=Commaodity
elect the commodity codels) that describe the goods and services your organization provides. Click the "Add” button to viewy and select the appropriste Commodites for
ouF argEnization.

Commodity | Commeodity Description
Eirst|  Frew| HMext| Last

Additional Regources & Information: < Back MNext >

3. In the Commodity Description box, type in the service(s) or product(s) your company supplies. For example, to
search for Paper type an asterisk before the letter P and after the letter r (*Paper®)

4. Click Browse to search for all commodities that have the word “paper” has in it.

5. Check the code next to the commodity that best applies to your company. Click Next to see additional commodity
descriptions to select.

6. After you have selected your commodity codes, click Ok.

Heme Help Accessibility Logout
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Choose

Select one of more Commaodities to associate to your company. To search faryour Commodity, enter in a valid
Commaodity Code or Desctiption and click Search. Please click Ok to save your changes.

wildcard (%) searches are allowed. For example, a search of Description using ‘tomputer® finds all cormmodities
whiose description beging with the word ‘computer.’ However, a search of Description using *camputert would
find all commodities with the word ‘computer anywhere in the description.

Enter Commodity Description here with

Cleat an asterisk before and after the description .

CommoditgSerdce Coda I— Searck

Cormmodity Description I*PAPER* " Search

Commodity Description Commodity/Service Code

[T Felt and Paper 36017
[T FORMS, CONTIMUSLS: COMPUTER PAPER, FORM LABELS, SMAP-QUT FOR - 38500
I Continuous Forms, Carbonless Paper (Chemical Transfer) 39540
T Continuous Forms (Computer Papet), Stock (ncluding Blank, R 39550
T Snap-Out Forms, Carbonless Paper (Chemical Transfer) 39560 C| |Ck Next to go to
I~ Papers and Storage Bags, Tobacco GE029 next pme of
[T Concrete Curing Blankets snd Paper 7028 commodities
I~ Paper, Roofing
[T PRINTING PLAMT EQUIPMENT &MND SLIPP Foooo
[T Paper Cutters 70062

First Frev Mext Last




Step 11: Verify & Submit Reqgistration

1. Click on Submit Registration

2. After you select Submit Registration an error message will be displayed at the top of the screen indicating that you have
one or more errors. If you have one error message that displays “Congratulations” you have successfully registered your
company.

3. If you have more than one error message click on the error to display the error message. Correct the error if at all
possible. Repeat number 3 until all errors have been corrected then click on Submit Registration again.

Help Accessibility Logout
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Step 1 ness Informstiol -
Step 2 User Information |
Step 3-8 Information
Step 40 Account Administral
Step 50 Crdering Address
Step £: Payment Address Step 9: Preview & Submit Registration
Step 7: Biling Address This page displays a summary of all information entered in the previous steps. Please review your registration
Step & Bidding Interests information below and prink a copy foryour records. I you need to make a change, click the "Back” ntton or
~ Step 9 Previews & Submit B | navigate directly to the appropriate step using the left menu.

Click "Submit'to complete your on-line registration. Canceling your registration will result in the loss of all entered

information.
z Click Submit.
 Print J Submit |

If you need further assistance, the Customer Resource Center can be reached by email at

Finance.CRCGroup@Xky.gov or phone (502-564-9641 or toll-free 877-973-HELP).
The Help Desk is open Monday through Friday from 7:30 a.m. until 5:00 p.m. EST.




