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I. Purpose of this Guide 

This Guide is written to provide current and new vendors of the State of Iowa information on how to maintain your 
account on Iowa’s Vendor Self Service (VSS) website once you have registered.  A vendor should follow this guide once 
you are registered in Iowa VSS.   

For information on registering as a vendor in Iowa VSS, please see the guide that is located on the front page of the 
Iowa VSS website titled:  Iowa Vendor Self Service (VSS) Registration Quick Start Guide 

 
 
 
 
 

II. Overview & Benefits of Iowa VSS 

The Iowa VSS website allows a vendor to manage their own account information and view bid opportunities.  Access to 
account information nearly 24 hours a day provides vendors flexibility and more control in conducting business with the 
State of Iowa. 

Iowa VSS allows vendors to manage their own account information including but not limited to updating addresses, legal 
name, and contacts, adding a business location, and listing commodities of goods and services provided by the vendor. 

Viewing bid opportunities and online bidding is functionality scheduled to be implemented later in 2015. 
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III. Account Summary Tab 

When you login into Iowa VSS, the following Account Summary page is shown.  This tab displays a summary of your 
account information.  This tab is the only one where changes and updates to your information are not allowed.  Changes 
to your information can be made in other sections. 

The following screenshot provides information about the Account Summary page. 

 

A. Announcements 
These are announcements being posted for Iowa VSS vendors.     

B. Primary Account Administrator 
Initially, the Primary Account Administrator field represents the name entered by the person who activates or 
registers the vendor’s account in Iowa VSS.  This information changes if the Primary Account Administrator 
assigns another individual to the role.   
C. Account Information 
Vendor Code is auto generated by the application.  Legal Business Name is the vendor’s current name.  The 1099 
Reportable field indicates that applicable payments will be 1099 reportable.  Vendor Status indicates if vendor 
record is Active or Inactive by the State of Iowa. 
D. EFT Information 
This indicates if the vendor is currently eligible to receive Electronic Funds Transfer (EFT) payments from the 
State of Iowa.   

E. Prevent New Spending 
This functionality is currently not being utilized.  
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IV. My Business Information Tab 

The My Business Information page provides greater detail on vendor account information than is provided on the 
Account Summary page.  Most account information on this page can be updated by the vendor.  Steps for common 
vendor updates follow.  For any updates to My Business Information, click on the Update button to continue. 
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A. Classification Update 
Step 1:  Click on the Update button. 

 

Step 2:  In the Organization Section, click on the Find button to continue. 
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Step 3:  The next page will show all possible classifications for your organizational type.  Click on Select for the 
correct classification. 

 

Step 4:  You will be returned to the Update My Business Information Page.  The classification you selected will 
display.  Select Save Changes to save the change you made. 
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Step 5:  After you have successfully saved your change, you will receive the Thank You page.  Click on the Next 
button to continue. 

 

Step 6:  Click on the View Pending Changes button to see changes submitted but not yet approved by the State 
of Iowa. 
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Step 7:  You can update pending changes on this page or if everything looks correct, click the Back button to 
return to the My Business Information page. 
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Step 8:  You will receive an email similar to the one below regarding the update you submitted. 

 

Step 9:  You will receive another email when the State of Iowa approves the requested update.  Your Iowa VSS 
information will also be updated at this time. 
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B. Legal Address Information Update 
Step 1:  After clicking on the Update button on the My Business Information page as referenced in Section IV 
(page 5), the Update My Business Information Page displays where updates to your Legal Address can be made.  
Make the appropriate address updates, then click the Save Changes button. 
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Step 2:  Iowa VSS uses address validation to ensure addresses meet postal standards.  Clicking Save Changes on 
the previous screen initiates address validation and in most cases this will update the Zip Code by adding the 4 
digit code to end.  The following page displays the information message, reflects the updated Zip Code change 
from address validation, and the Street abbreviated to ST.  The next step is to click on the Save Changes button 
to continue. 

 

Step 3:  After successfully saving your changes, you will receive the Thank You page.  Click on the Next button to 
continue.   

 

Step 4:  Refer to Steps 6 - 9 in Section IV (A) above as these same steps to update your legal address 
information. 
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C. Legal Name Information Update 
The steps for updating legal name are the same as the steps to update your classification and legal address 
information.   

D. Add Business Location 
To register a new location, use the Address Business Location tab on the My Business Information page to start 
the process. 

Step 1:  Click Add Business Location to continue. 
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Step 2:  Select the TIN Type and Classification and click the Next button to continue. 

 

Note:  If you need help with how you should answer any of these questions, click the Submit Question button 
at the bottom of the page.  After you submit your question, click on the Save and Close button.  Iowa VSS will 
save the information you have already entered, will remember your progress and exit you from the 
application.  Once you receive an answer to your question from the Iowa Department of Administrative 
Services (DAS), you can log back in and Iowa VSS will return you to where you exited. 
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Step 3:  The Add Business Location - My Business Information page needs to be completed in the next step of 
the process.  Some fields on the page are pre-populated.  The fields with red asterisks are required.  Populate 
other fields as applicable.  Click the Next button after your information has been entered. 
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Step 4:  The headquarters legal address was pre-populated in the previous step.  In this step, Iowa VSS will ask you 
questions regarding four additional types of addresses for the new location.  Iowa VSS collects an address for: 

• Administrative correspondence 
• Ordering 
• Payments 
• An optional address for billing if you owe fees and other payments 

 

You can choose to specify the same or different addresses for each of these four address types.   

 

The three address questions above are labeled A, B, and C in this example.  Here is a short explanation for each 
question: 

A:  If your Legal Address is same address as any of the additional three address types listed then choose Yes to A.  
Otherwise choose No. 

B:  Regardless of your choice in A above, if your Ordering, Payment, and Billing addresses are the same, choose Yes  
to B.  Otherwise choose No. 

C:  If you want a single contact person for all three address types, choose Yes to C.  Otherwise choose No. 

Once you have made your selections, click the Next button. 

  

Answer these questions as applicable.  Then click 
the Next button to continue.  Additional 
information for each question is provided below.  
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Step 5:  The following is an example of what the Add Business Location - Addresses and Contacts page will look like 
based on your answers to the questions on the previous page.  If you answered No to the second or third question 
you will be transitioned to a series of pages to collect information for each of the address types.  Complete the  
information on the pages for Ordering, Payment, and the Optional Billing addresses for the new business location 
and click Next to continue on each page.  The Ordering Information page is documented below.  

Note:  In most cases, after you click the Next button you will remain on the page but receive the message below 
that relates to address validation.  This is an informational message only.  Click the Next button again to continue. 
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Step 6:  The next page – Add Business Location – Additional Business Information - is for the new location to add 
commodities appropriate for the organization.  Click the Add button to continue. 

 

Step 7:  Choose commodity codes that best describe the goods or services provided by the new location.  Click the 
OK button to continue. 
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Step 8:  Review the commodity(s) added and make any necessary changes.  Click the Next button when commodities 
are correct for your new location. 
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Step 9:  The Add Business Location – Registration Summary page summarizes what was entered on the previous 
pages.  Selecting the Save and Close button and will return you to this summary page after your next login.  An 
Update Information link exists for each summary section.  Selecting a link will navigate you back to the appropriate 
screen for changes.  When your review of this page is complete, click on the Submit Registration button. 
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Step 10:  After submitting your registration you will see the Thank You page that includes your Iowa VSS Vendor 
Code.  Note on the Thank You page the three forms available for you to use: 

• Substitute W-9 Certification Form 
 

• Vendor Registration Application 
This is a pdf version of your registration application. 
 

• EFT Registration Form 
This form must be downloaded, completed, signed and submitted to the address on the form for your payments 
to be deposited into your bank account. 
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You have now completed the request for registration process for a new location and will receive an email confirming 
your registration similar to the one below. 

 

After the State of Iowa has approved your request for registration of a new location in Iowa VSS, an email similar to 
the one below will be received by your Primary Account Administrator. 
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V. Addresses & Contacts 

The Addresses and Contact page contains addresses and contacts used for your financial transactions with the State 
of Iowa.  On this page, you can add new addresses and contacts, update your information, and, view pending 
changes.  The following are steps to update your addresses: 

A. Updating Addresses 
Step 1:  On the Addresses & Contacts page, click on View/Update link in the Update Addresses section. 
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Step 2:  Update your address information on the View/Update Available Address page and click on the Save 
button. 

 

Step 3:  After clicking the Save button (see above), if you updated the address, address validation is completed.  
If the address is valid an information message is displayed.  You must click the Save button again to continue. 
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Step 4:  Your updated address is now a pending change and has been submitted to the State of Iowa for review 
and approval.  Click on the View Pending Changes link to review your requested updates. 
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Step 5:  Review the View Pending Changes page.  This page shows your current addresses and your pending 
updated or new addresses.  Click on the Back button to return to the previous page or to make additional 
updates to your addresses. 

 

You will receive an email similar to the one below from the State of Iowa.  This email notes the changes that 
were submitted.   
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Once your updates have been approved by the State of Iowa, an email similar to the one below will be received 
by your Primary Account Administrator and Iowa VSS will be updated. 
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VI. Account Users 

The Account Users page lists all of your users for your Iowa VSS account.  You may update an existing user’s 
information or delete users by selecting appropriate link next to the corresponding record.  You can also add new 
users.   

A. Adding User to Vendor 
Step 1:  On the Account Users page, click the Add button to continue.  Please note the View/Modify and Delete 
links next to each current user on the page.  These links are used to make the appropriate change(s) to the user 
account.  The Add button is used to add new users to your account. 
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Step 2:  Complete the appropriate information for the new user and click the Next button to continue. 

 

Step 3:  Select the appropriate access level(s) for the new user and click the Save button to continue.  Note only 
one Primary Access Level can be assigned to a user. 
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Step 4:  After successfully saving the new user information, the Account Users page is updated listing the 
vendor’s users and access levels for Iowa VSS.  

 

Step 5:  An email will be received by the new user that they have been added to your account as a user.  The 
email provides information to the new user for account access. 
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B. Account User Password Change 
Only an Account Administrator can change the passwords of other account users.  This is most likely done when 
a user forgets his/her User ID and password. 

 Step 1:  In Iowa VSS, go to the Account Users page and Click the View/Modify link for account to update.  

 

Step 2:  On the View/Modify User information page, click on the Change Password button to continue. 
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Step 3:  Enter the new password and click the Save button to continue. 

 

Step 4:  After successfully changing the password, you are returned to the View/Modify User Information page, 
which includes a message that the User password change was successful. 
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VII. Commodities 

The Commodities page lists current commodity codes that describe goods and services provided by the vendor.  
Email notifications of bid opportunities published on Iowa VSS will be received for commodity codes selected.  

Step 1:  Click on the Add Items button to continue. 

 

Step 2:  Search for commodities using the NIGP commodity code or the commodity description.  Clicking on the 
link titled Commodity Codes may assist you in finding the correct commodity codes. Select one or more 
commodity codes for goods and services you provide that you want to add.  Commodity codes selected can be 
on separate pages.  When all commodity codes are selected, click on the OK button to continue.  You do not 
have to click on the OK button for each page where a commodity code is selected, unless you utilize the browse 
feature.  If you do Browse, click the Add button after selecting commodity codes returned from your browse.   
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Step 3:  You are returned to the Commodities page where you can click on the View Pending Additions button 
to see updates that are pending approval by the State of Iowa. 

 

 

Step 4:  An email, similar to the one below, will be received regarding the Commodity Code update that you 
submitted. 
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Step 5:  An email will be received when the State of Iowa approves the requested update.  Iowa VSS will also be 
updated. 
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VIII. Contact Information 

Below is contact information, including phone numbers and email addresses, for areas of assistance.  Please contact 
us for any questions or concerns. 

Registration/Vendor Help  515-281-6614 or DASVendorHelp@iowa.gov 

Solicitation Help   515-281-6366 or Purchasing.Mailbox@iowa.gov 

After Hours, Technical Help Only 515-251-5703 or OCIO.ServiceDesk@iowa.gov 

 

mailto:DASVendorHelp@iowa.gov
mailto:Purchasing.Mailbox@iowa.gov
mailto:ServiceDesk@iowa.gov
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