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I. Purpose of this Guide

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

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

II. Overview & Benefits of lowa VSS

The lowa 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 lowa.

lowa 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 lowa 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.

mﬂ‘\&\ M Advantage e,

Home | Help | Help | Site Map | PrivacyReport | Logout

Account Busi licitati
information Opportinties SPonses

DAS

Business Info Addresses & Contacts Users Commodities

Summary l l |

Welcome, Tim

e Account Summary

Asked Questions

This page displays a summary of your account information. If you have any questions please contact your Primary Account Administrator
or submit a question using the "Help" link at the top of this page.

+ Announcements

A TIype Date Message
B » Primary Account Administrator
Primary Account Administrator : Tim Criner Email : im criner@iowa.gov
Phone : 515-725-2070 Ext:
C = Account Information
Vendor Code : 00003079556 Vendor Status : Active

Legal Business Name : Auto Experts 1099 Reportable : Yes

D v EFT Information

EFT Information may be entered at an account level or at the payment address level. If the Address Level field displays a value of ‘At least one
address has address-specific EFT Information’, navigate to the Addresses page to view the EFT Status for each address

Account Level EFT Status : N/A
Address Level EFT Information Available : Mo

E » Prevent New Spending
Prevent New Spending may be applied at the account level. This section indicates if new spending is allowed at the account level

Account Level : No

A. Announcements
These are announcements being posted for lowa 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 lowa 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 lowa.

D. EFT Information

This indicates if the vendor is currently eligible to receive Electronic Funds Transfer (EFT) payments from the
State of lowa.

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.

I ﬂﬁ‘;\\ VA dvantage ——

Home | Help | Accessible Help | SiteMap | Privscy Report | Logout

DAS Account Information Business Oppo:

‘Summary Business Info Addresses & Contacts | Users | Commodities

My Business Information :

Welcome, Tim

This is your Business Information. The buttons desaribed below are conditionally displayed based on your crganizations system settings. Contact your Primary Account
A if you have these buttons. Select the 'Update’ bution to medify your general information. Refer to the FAQs to medify your crganization
information. Select the ‘Pending 1088 Additions’ button to display requested changes that are not spproved yet. Select the 'View Fending Changes button to display
other Business Information changes that are awaiting approval. Click the "Add Business Location’ butten to register new lacations for this hesdquarters Account

Update I View Pending Changes Pending 1099 Additions Add Business Location Pending Changes :

l‘ﬂ Download Substitute W-9 Certification Form

w Headquarters Information

Headquarters Legal Name : Auto Experts Franchise Account : No
Headquarters Account Code - 00002079558 Headquarters Web Address
1089 Status : Yes Catalog DUNS

Taxpayer ID Number : 538221456
Taxpayer ID Humber Type : EIN

= Organization Information
Organization Type : Company Foreign Tax ID
W-8 Form
Ordering DUN S
Internet Catalog
Preferred Ordering Method
Pcard Acceptance Level

Classification : Corporation
Location Hame :

Location Web Address :

Number of Employee:
Annual Income :

m

= Legal Name Information
Legal Mame on W-8 : Auto Experts Mame on Check : Legal Name
Alias/DBA (Business Name) :

= 1099 TIN Information
Taxpayer ID Number : 9992321458 1099 Reportable :ves
Taxpayer ID Number Type : EIN

= Legal (1099) Address Information
Street1: 422 STORY 5T
City : BOONE
State/ Province ° lows
ZipiPostal Code : 50028-3522

= EFT Information

ABA Number : Account Humber :
Account Type © Routing ID Humber :
Remittance Advice Transmission Mode : EFT Status :
* Indicates a required fisld o

CHEMOR © 2001, 2071, G5 TeCAoioglas A7 SORSONS INC. ANl RGNS Rasruen. s of TS SOTWaR 15 Susiect 10 G5 TACTRGIogies &7 SORSIONS NG ICMSS Agraamar.  AMS AOMATEAGE 15 & ragisiared Tagamark of 061 TRCRROKQIS &7 SORMORS INC
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A.

Classification Update

Step 1: Click on the Update button.

n 1\.%\ MSAdvantage i

View Peading Changes

» Hoadquarters Infarmation
Hebdquarters Lagsl liame - Auts Exsaris
Meadquaniers Atceunt Cods : VBOMEODI
1053 Stabus - vas
Taxgpes 10 Humber - 535331484
Tanparyer 10 Hamber Type : E14

- Drganazation Information
rgarsivation Tree
Cannifcation &

Locaton Hame

 Lagal Name Mfarmation
Lagal tiama 50 W1 © Aute Exparts

ABARTHEA fllunind s Nams)

» 1058 TIN Information
Taxpayes 10 Nembas : BBSI21488
Thspayer 10 Number Tysd - EIN

= Legal {1089} Address information
Strant 4

sTOEY $1
fradst
ZipPoatal Code - 202083032

« EFT information
AER it
Acsoust Trps
Iamimance Advice Transmisbion Mede

PPanding 1079 Addmions

Franchize Ascsunt -ty

Meadquinies Vet Addrass
Catstog LUns

Fursign Tas 10

Imerren Cataiog
Proferred Drdering Mathod
Foard Avseptanse Level

Mama 60 Chack * Lag,

A0 Hegormable - Yas

Ass Duningss Locaton | Paring Changes - [~

tame | vt | Scuenbee vieto | e Maw |

o 8 280 200

Step 2: In the Organization Section, click on the Find button to continue.

e o

m‘ﬁ\ M dvantage _

Update My Business Information Page

Sspvite b | Bt | Priver Mevert | Lessn

Cancal

Headuearters Viek Adress

Vandtor Verication ent
emadus Verfeatan Passonnd

Comiirm Versiastan Pasyumm

Flwaze mlucde bite i oo biins

Catalog CUNG

» Organization Information
rparisalion Ty | Comgary
* Cunsiaation :
Somparmiion
Locason Hams
Ranainn Weh Address
Murnbes of Emplorers Z
Ansual e

* Legal Name information
RLegal fame sn W3 1

Allau TR (Bainess Hama|

¥ 1069 TIH Infarmation
Tacpaysr B Humiar : 358331458
Tanpayes 10 Hernlees Trpe | £10

b Logal {1065) Address Iaformation
IR 43 STORY ST
Oy poot
* WmaPreviedt igws
“TpiPontal Code © 5pan8.387

recan LS

pria

Fusrign Tax 0

Fi W Form

Cvbevieny DUNE

e —

Skt Cataluoy

Plodse inciutie At i e B8

Prefarrad (enaring Mamad

Feard Acceptance Level

Mame o0 Chack

0TS Repormable - Vas

Werity by Locanons by

Legal e

Usg Ly TH Mumber =

[
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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.

Tﬂﬂ\\\?\g\ M S’xdvantage e

Home | Help ‘

Busi licitati
Opportuniies SPonses

Welcome, Tim Summary Business Info Addresses & Contacts I Users ] Commodities

Help Site Map Privacy Report Logout

View Frequently Choose
Asked Questions

Organization Type  Classification  Taxpayer ID Humber Type 1099 Reporting Classification Hame

ﬁ Select Company Partnership EIN PARTHERSHIP

Select Company Corporation EM CORPORATION
Select Company Trust EM TRUST

Select Company Foreign Business Entity EIN NOT REPORTABLE
Select Company State Government EM NOT REPORTABLE
Select Company Other Government EM NOT REPORTABLE
Select Company Other EM PARTHERSHIP
Select Company Joint Venture EM PARTHERSHIP
Select Company Other Hon-ProfitOrg ~ EIN NOT REPORTABLE
Select Company Estate EM TRUST

Cancel First Prev Next Last

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.

SIS M A dvantage s

Home

Bccount Information

Welcome, Tim Summary Business Info Bddresses & Contacts | Users |  Commodities

Update My Business Information Page

Freguent!

Edit the fields below to request the change of your informstion, and dlick the *Seve Change’ bution to submit the request. A red star denotes s required field. This
Soreen refleds your latest submitted changes, please use the 'View Pending Changes' button on the msin page to see a detailed list of your requests and whether they
are awaiting submission, are being reviewed or have been spproved or rejected

) Save Changes | Cancel ‘

= Headquarters Information

Headquarters Account Code : 00002079558 Verify My Locations by - g Ity TN Number
1099 Status : Yes
Vendor Verification Hint
Franchise Account Please verify that you are
Vendor Verification Password
Headquarters Web Address bbbttt

Plesce include hitp.f or httpey  ~oTITM Verification Password : geepeseee

Catalog DUNS

Organization Type : Company Foreign Tax ID :
* Classification : Find W8 Form : -
e Ordering DUNS :

Location Name :
3 digits (no dsshes)

Location Web Address : Internet Catalog
Number of Employees : - Figass include hitp:/ or hitpe.//
Preferred Ordering Method -
Annual Income -
Poard Acceptance Level -
» Legal Name Information
Legal Name on W91 4 0 Foperts Name on Check: | goaijame

AliasiDBA (Business Name)

» 1099 TIN Information
Taxpayer ID Number : 883221456 1099 Reportable : Yes

Taxpayer ID Number Type : EIN
Plesse ot Tt your TIN TYDE 1S BMEITIRES by your CizssiEatin

» Legal (1099) Address Information
*Street 1 422 STORY ST
*City  BoONE

* StatelProvince © jgua -
*ZipiPostal Code : 50035 3532

makcae: reguire TeKE
(Commgn © 2001, 1311, £ Tecnooiogies and Soiions s, AN Righ Resave. Use of s sofiuare i Susiesi 2 O Tesmaicgies and Sokions ing. ictnss agresment.  ANS Advaniage & 5 8 repiieres Fadematk of 031 Teshnoiogies and Sonions s

Help | Accessible Help | SiteMap | Privacy Report | Lonout

]
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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.

mM\g\ M Advantage e

Home | Help | Accessible Help | Site Map | PrivacyReport | Logout

licitation

IDAS oppbiinites Sponses

Users Commodities

Summary Business Info Addresses & Contacts

Welcome, Tim

View Frequently
Asked Questions Thank Y0u|

Thank you for updating your Legal Information. A Change to your Classification requires that you download and submit a new substitute
'W-9 form. Please submit the form as indicated on the form.

[ Download Substitute W-9 Certification Form ]

Qo] €——

Step 6: Click on the View Pending Changes button to see changes submitted but not yet approved by the State

of lowa.

lﬂﬁy\\;\ MAdvantage =

Home | Help | Accessible Help | SiteMsp | Privacy Report | Logout

DAS Account Information Business O

Summary Business Info Addresses &Contacts | Users |  Commodities

My Business Information

Welcome, Tim

This is your Business Information. The buttons described below sre cenditionslly displsyed bssed on your organizstion's system seftings. Contact your Primary Account
Administrater if you have questions regerding these buttons. Select the "Update’ button to medify your genersl information. Refer to the FAQs to modify your organizetion
infermation. Select the *Pending 1088 Additions’ button to display requested changes that sre not spproved yet. Seled the “View Pending Changes® button to display
other Business Information changes that are swaiting approval. Click the *Add Business Location’ button to register new locations for this Headgquarters Account.

Update View Pending Changes Pending 1099 Additions Add Business Location Pending Changes : —

1

= Headquarters Information
Headquarters Legal Name : Auto Experts Franchise Account : Ng
Headquarters Account Code : V5000000024 Headguarters Web Address :
1099 Status : Yes Catslog DUNS :
Taxpayer 1D Humber : 559321456
Taxpayer ID Number Type : EIN

Ubstitute W-5 Ci on Form

+ Organization Information
Organization Type : Company Foreign Tax ID
W-8 Form
Ordering DUNS
Internet Catalog
Preferred Ordering Method
Peard Acceptance Level

Classification : Corparation
Location Hame

Location Web Address

Mumber of Employees
Annual Income

m

= Legal Hame Information
Legal Name on W-9 : Auto Experts Name on Check * Legs| Name

Alias/DBA (Business Name} :

w 1099 TIN Information
Taxpayer ID Number : 553321458 1099 Reportable : Yes
Taxpayer ID Humber Type : EIN

= Legal (1099) Address Information
Street 1 : 422 STORY ST
City : BOOMNE
State/ Province © lows
Zip/Postal Code * 50036-2632

= EFT Information

ABA Number : Account Number
Account Type : Routing 1D Number
EFT Status

Remittance Advice Transmission Mode :

* Indicates a required field
Comyrign BII001, 2011, 031 Tashmsigias ans Saksons inz. Al Righ Rasees. Use of s sofans i susject 15 O3l Tasenoiogias sed Soiusions ine loanse sgreamass  ALS Asiamiage 81 & ragisseies Taceman of 051 Tacmmsiogies sns Soisions ine
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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.

T]m%\ VA dvantage —

Busi licitati
Opportuniies SPonses

ou
IDAS Informar
Vielcome, Tim Summary Business Info Addresses & Contacts Users Commodities

View Freguently

e View Pending Changes

Home | Help ‘

Help Site Map

Privacy Report

This View displays updated address records that have not yet been reviewed or approved by lowa VSS. A status of New Change’
indicates that the record has yet to be submitted to our financial system for approval. A 'Pending Approval’ status indicates that the
record has been submitted to our financial system and is awaiting approval.

Attribute Changed Change Entered By Change Entered On  Last Updated On  Old Value HNew Value Modified Area Status

L] ] e e

Backl Update Pending Changes |

Attribute Changed : 1099 Classification Old Value : 4
Change Entered By : [Autoexpertstc1s New Value : 3
Change Entered On : 03/11/2015 Old Memo Value : P
Last Updated On : 03/11/2015
Wodified Area : [| ocation Information ~

New Memo Value :

Stats : ey Change ’ i

~ 1099 Classification Autoexpertsic1S 0311172015 0311142015 4 3 Location Information Mew Change

Logout

l ﬂﬁ‘;\\\ VI*Advantage R

IDAS Account Information Business Gppor Re:

My Business Information

This is your Business Information. The buttens desaribed below are conditions|ly displayed besed on your organization's system setiings. Contact your Primery Account
Administrator if you have questions regarding these buttons. Select the ‘Updste’ button to modify your general information. Refer to the FAQs to madify your organizstion
information. Select the ‘Fending 1098 Additions’ bution to display requested changes that are not approved yet. Seled the 'View Pending Changes’ button to display
other Business Information changes that are swaiting approval. Click the 'Add Business Location’ button to register new locations for this Headquarters Account.

Update View Pending Changes Pending 1099 Additions Add Business Location

« Headquarters Information

Headquarters Legal Name : Auto Experts Franchise Account : No
Headquarters Account Code - V5000000024 Headquarters Web Address
1088 Status - vas Catalog DUNS :

Taxpayer ID Humber : 855321458
Taxpayer ID Humber Type - EIN

« Organization Information
Organization Type : Company Foreign Tax ID
Classification : Corporation -8 Form
Ordering DUHS
Internet Catalog
Preferred Ordering Method
Peard Acceptance Level

Location Name
Location Web Address
Humber of Employees

Annual Income

« Legal Name Information
Legal Hame on V-9 : Auto Experts Name on Check : Legal Name

Alias/DBA (Business Name) :

= 1098 TIN Information
Taxpayer ID Humber - 333321458 1093 Reportable - Yas
Taxpayer ID Number Type : EIN

= Legal (1099) Address Information
Street 1: 422 STORY ST
City - BOONE
Statel Province : lows
Zip/Postal Code : 50038-3522

w EFT Information

ABA Number : Account Humber
Account Type : Routing ID Humber
Remittance Advice Transmission Mode : EFT Status

* Indicates s required fisld

(Comger 2001, 1071, G5 Tasmmoiogies ana Seumions e AN TN RASaneS. Lse of 7 SOmuane 1% 5usjeci 0 Ol TaSmnsiogies s SOMS0nS 1 emsa sesmant  ANS. Tasamanc o1 o3 Stmses me

Downlos

Home | Help | Aecessible Help | Site Map | Privacy Report | Lonout

Pending Changes

d Substitute W-9 Ci

m
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Step 8: You will receive an email similar to the one below regarding the update you submitted.

From: DASVENDORHELP @IOWA. GOV Sent: Tue 2/24/2015 415 PM
To: Criner , Tim [DAS]
Cc
Subject: ADVMAIL: CHGSUB IOWA WSS CHANGES SUBMITTED
iz
Tim Criner:

This correspondence is notification that changes have been submitted to your Vendor account using State of lowa Vendor Self Service (VSS).
Please review the information below to verify that the changes submitted are correct and complete.

City: Old : BOONE New : WEST UNION

Street 1: Old : 717 KEELER ST New :122 SVINEST
Zip/Postal Code: OId : 50036-2830 New :52175-1353
Address: Old : 422 STORY 5T Mew :122SVINEST
City: Old : BOONE New : WEST UNION

1ay o l:"]‘|m9
I 1099 Classification: Old : Corporation New : Partnership l

If you have questions, please email: DASVendorHelp@iowa.gov

Step 9: You will receive another email when the State of lowa approves the requested update. Your lowa VSS
information will also be updated at this time.

From: DASVENDORHELP @IOWA. GOV Sent: Wed 2/25/2015 2:16 AM
To: Criner, Tim [DAS]
Cc
Subject: ADVMAIL CHGAPP IOWA V55 CHANGES APFROVED
i)
Tim Criner:

This correspondence is notification that the changes submitted to your Vendor account using lowa Vendor Self Service (V5S) have been approved.
Please review the information below to verify the new information reflected lowa VSS is correct and accurate.

City: Old : BOONE MNew : WEST UNION

Street1: Old : 717 KEELER ST Mew :122 SVINEST
Zip/Postal Code: Old : 50036-2830 New : 52175-1353
Address: Old : 422 STORY ST New : 122 S VINEST
City: Old : BOONE New : WEST UNION

- -:nngﬁ 2022 MLJ-‘:"H_!E. 1§Q
IlUBS Classification: Old : Corporation New : Partnership l

The following comments (if any) from the approving party were included, detailing additional information about your account:

If you have questions, please email: DASVendorHelp@iowa.gov
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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.

mrﬁ"k}‘\\\ M{Advantage e

Home | Help | Accessible Help | Site Map | Privacy Report | Logout

1PAS Account Information Business O i ici Re:

Welcome, Tim Summary Business Info Addresses & Contacts | Users |  Commodities

Update My Business Information Page i

Edit the fields below to request the change of your information, snd click the ‘Save Change’ button to submit the request. A red star denotes a required field. This
Soreen reflects your |stest submitied changes, plesse use the 'View Pending Changes' button on the main page to see @ detailed list of your requests and whether they
are swaiting submission, are being reviewed or have been spproved or rejected

é Save Changes | Cancel

= Headquarters Information
Headquarters Account Code : 00002078556 Verify My Locations by
1088 Status - Yes - "
Vendor Verification Hint
Eranchise Account Please verify that you are
Vendor Verification Password

Use My TIN Number

Headquarters Web Address

Plesse include hitp:# or httpsai Confirm Verification Password

Catalog DUNS.

» Organization Information

Organization Type : Company Foreign Tax ID
* Classification :
iassification : Find W8 Form =
Fartnership

Ordering DUNS
Location Name :
$ digits (no dashes)

]

Location Web Address : Internet Catalog

Humber of Employees : - Pleass include hitp: or hitps:f
Preferred Ordering Method -
Annual Income -
Peard Acceptance Level -
» Legal Name Information
Legal Name on W-9 : 10 e nente Name on Check | goal Name +
Alias/DEA (Business Name] :
» 1099 TIN Information
Taxpayer ID Number : 588221458 1099 Reportable : Yes
Taxpayer ID Number Type : EIN
Piese o Pt your TIN TYpe I oetenmined by your Cisssieation
» Legal (1099) Address Information
"Street1: 125 5 Vine Street
“CitY - Vyest Union
* StateiProvince : jgyg -
“Zip/Postal Code : 52175
52175
“indicates required flelds ad
01,0 sonmans ne s Lz o s somwere 3 mumpen v GO Teneiogas 2% Soutins S ACanas samARt  ANS P - Sonmans me
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Step 2: lowa 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.

View All Details Submit Question

Update My Business Information Page

rour latest
wed of have

n. and click the “Save Change’ button 1o submit the 1
=" butten on the main page 1o s== 3 detailed list of your r

é Save Changes | Cancel

+ Headquarters Information
Headquarters Account Code : 00002073558
1089 Status - Yez
Franchise Account :

Verify My Locations by - yjcc ny TIN Number »
Vendor Verification Hint - oy oie o oy

Vendor Verificati Ps d
Headquarters Web Address : endor Verification Passwor

Piesse includs htig./ ar itps.r  SOTIT Verifieation Password

Catalog DUNS :

» Organization Information

Organization Type : Company Foreign Tax 1D :

* Glassification : Find

Partnership

W-§ Form : -
Ordering DUNS :

Location Hame
9 digits fno dashes)

Location Web Address. Internet Catslog :
Pizase Include Aitp:A or RHps.: i

Preferred Ordering Method : -

Number of Employees -

Annual Income -
Peard Acceptance Level : -

» Legal Hame Information

Legal Name on W-3 Mame an Check : | cazi Name v

Auto Experts
Alizs/DBA (Business Name)

» 1099 TIN Information
Taxpayer ID Number : 333321458
Taxpayer ID Number Type : EIN

Flass cone st ous T Tipe i et By oo Clsssicaton

1039 Reportable : Yas

» Legal (1099) Address Information

“Streeti: 420 s viNE ST
“City

* State/Province :

* WEST UNION

lows

“ZipiPostal Code : g7 7z 12en

e of o sathuare 5 susiesi 0 031 Tecnoiogies a0 Solons s Icenss sgreemant.  AUE Agianiags ©1% & repisiersd radematk of £ Teshooiogies 20 Senions s

‘Soksors e 4

201, o

Iﬂ“\\\ M A dvantage i
Homs | Heip | AcosssiiMsip | Slshisp | PrivsoRsport | Lopout
IAS susiness UpponnDI soscnsvon maeponsss
S Businase into
e You have 1 messages
et Goestie 1: Information : The address entered was modified to meet postal standards. (A5447)

Step 3: After successfully saving your changes, you will receive the Thank You page

continue.

. Click on the Next button to

vevrw.iowa.gov

STt M Advantage

Home | Help |

Help

Site Map

Privacy Report

licitation

s
Opportunities Sponses

Commodities

| Users |

Welcome, Tim Summary Business Info Addresses & Contacts

View Frequently

Asked Questions

Thank You!

Thank you for updating your Legal Information. A Change to your Classification requires that you download and submit a new substitute
W-9 form_ Please submit the form as indicated on the form.

[ Download Substitute W-9 Cerification Form]

(] €

Logout

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.

DAS

Wielcome, Tim

JIMNA M Sadvantage m—

(Copyget 2001, 1011, €31 Techooiogies and Soiusions ine. ANl Righs Rasanes. Use of 5 50bwane 15 5ujeci 0 O3 Tecmnoiogies sl S000ns in: licanse sgresment ANS. Tacemak ot O3

Home | Help | Accessible Help | Site Map | Privscy Report | Logout

Aczount Information Business Oppor

Summary Business Info Addresses & Contacts | Users |  Commodities

My Business Information

This is your Business Information. The buttons desaribed below are conditionally displayed based on your organizations system settings. Contact your Primary Account
Administrstor if you have questions regarding these buttons. Select the "Updste’ button te modify your general informstion. Refer to the FAQs to modify your organization
information. Select the ‘Fending 1095 Additions’ bution to display requested changes that are not approved yet. Seledt the 'View Pending Changes' button to display
other Business Information changes that are swaiting approval. Click the 'Add Business Location’ button to register new locstions for this headquarters Account

Update View Pending Changes Pending 1088 Additions Add Business Location Pending Changes : —

.mD(.\'r‘l:s:}Sutamu[ev‘n‘%" ification Form

« Headquarters Information
Headquarters Legal Name : Sports Place Franchise Account : No
Headquarters Account Code - VS000000048 Headquarters Web Address :
1099 Status : ves Catalog DUNS
Taxpayer ID Humber : 399210444
Taxpayer 10 Humber Type - EIN

« Organization Information
Organization Type : Company Foreign Tax ID
VI8 Form
Ordering DUHS
Internet Catalog
Preferred Ordering Method
Peard Acceptance Level

Classification : Corporation
Location Name

Location Web Address

Humber of Employees
Annual Income

m

« Legal Name Information
Legal Hame on W-9 : Sports Flace Name on Check : Legal Name

Alias/DBA (Business Name) :

+ 1098 TIN Information
Taxpayer ID Humber : 839210444 1099 Reportable - Yes
Taxpayer ID Number Type : EIN

= Legal (1099) Address Information
Street 1: 4126 MILLER ST
City - BETHANY
Statel Province : Missouri
ZipiPostal Code : 84424-7189

w EFT Information

ABA Number Account Humber
Account Type : Routing ID Humber
EFT Status

Remittance Advice Transmission Mode :

* Indicates s required fisld
‘Soiesions inc
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Step 2: Select the TIN Type and Classification and click the Next button to continue.

m“%\ M‘Advantage e

Homs | Help | AecsssibiaHsp | Stswep | PrvacyReport | Lopout

DAS R —— T — sorctaton Responsss
e ‘summary BUSINSS INTo acoresses & Contacts | Usets |
ey Add Business Location - New Account Registration Save and Close Cancel Registration | text|

Olsesw 2s0sunt wes.
selzct the Next button to continue.

Please choose one of the following options to describe how you plan on doing business a
= T Type
1 will use 2 Social Security Number (SSN), Individual Taxpayer Identification Number (ITIN, or Adoptive dentification Number (ATIN.

Oy Business into.
Dlassressss & contsats
[ asabons susness
ieformetion

Dlsgisiration tammary Flease selzot one of the following 1 SSN © ITIN© ATIN ©

& 1 will use my entity's Employer Identification Number (EIN),

1 do not have any of the sbove forms of Taxpayer ientification
AND
= Classification
1 will do business using the folowing classification (select one):
Selest  Classifieation
¢ Individual
Sole Propristor
Partnership
Corporation
Nenresident Alien
Trust
Foreign Business Entity
State Bovemment
Other Govemment

Other

]

Joint Venture

Other Non-Profit Crg

Resident Alien
Hint:  Use the Fraquently Asked Questions to obtain 3 definition of the classifications.

OR
* Question
If you need assistance select the Submit Quastion button to send us your questions.
Submit Question

Save and Close. Cancel Registration ‘ Nm|

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. lowa 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 lowa Department of Administrative
Services (DAS), you can log back in and lowa 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.

Iﬂm\}\\ M dvantage i
toms | Help | AcossibisHelp | Sttemsp | PrveeyReport | Logout

RCCOUNT MTONMEDON USNSES UPPOTUNSE ‘SORCITIVON MESpONESS

Summary Businsss Info. Addressas & Contacts

Save and Close Cancel Registration | Back | Hext|

Add Business Location - My Business Information

Use this page to add a new location that should have separate business transactions. (The new location’s financial transactions will not be combined with existing ones in the “Financial Transactions™ section of the application.} If you only want
t0 add an address under the existing location, then do not use this page and use the “Address & Contacts™ tab instead

B seew Awoount inea.
Dl gusimes anes.

D addressas & contacts
w Organization Information

Ll aamtionst usiness.
= “Qrganization TYpe :[Company Change Foreign Tax ID :
D registration summary :
A 1 Tl will remoe 1l st previnusly & V-8 Form -
* Classification : gorpormtion - Ordering DUNS :
Location Name : 8 agts{iis asshes)

Location Vieb Address - Internet Catalog

Number of Employees : - Fiasss Inclue Hifmifor HEps®
Preferred Ordering Method - -

Annual Income : -
Peard Acceptance Level : -

# Legal Name Information

“Legal Name on W-3: 50 i place Business Name (Mias/DBA) * 5oci: Place Cameren Hame on Check : -

= 1099 TIN Information

My new account uses the same Taxpayer ID Number and Taxpayer ID Number Type as another account in the system
Taxpayer ID Number : 555210444

Taxpayer ID Number Type : EIN

1083 Reportable : Yes

Create Taxpayer ID Number

Re-enter Taxpayer ID Number

v Legal (1099) Address Information
*Street 1 ©
“City -
*State/ Provinee ©

*ZipiPostal Code

= Discount Information
If appropriste, plesse enter any Discount Terms you offer for prompt payment of invoices.

Number of Days 1: Discount Percent 1 :
Number of Days 2 : Discount Percent 2 :
Number of Days 3 : Discount Percent 3 :
Number of Days 4 © Discount Percent 4 :

Save and Close Cancel Registration | Back | Hext|

Asmbony Resouross £ inarmaton:

5 you sompiets ssch sisp snd move 1o the nert sisp, fhe sysisen will heok for srrors. f here ars srrors:
* & notmoztor B asptaed atie g of he page.
# Vou must oorresi the srrors indioaied befors sonfinuing &5 i nexi sisp
#  Addional heln oam be found in e Fraquently A sked Gurstions sooe33ible rom B lef hand navigation bar.
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Step 4: The headquarters legal address was pre-populated in the previous step. In this step, lowa VSS will ask you

questions regarding four additional types of addresses for the new location. lowa VSS collects an address for:

e Administrative correspondence

e Ordering

e Payments

e 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.

m“‘\\‘\ﬁl\ M Sﬁdvantage veurwiowa.aov

Home ‘ Help | il Help Site Map Privacy Report

Accoupt Busi) licitati
DAS hSS2uRL ol liitation
Welcome, Tim Summary Business Info Addresses & Contacts ] Users ] Commodities

View Freguently
Asked Questions

Add Business Location - Address Information QuestionnafiagaCose | CancelRegistration | Back | Hext]

B New Account Info.

Logout

B vy Business Info. Please enter the following information about your Ordering, Payment, and Billing addresses.
[ Addresses & Contacts « Legal Address Information Answer these questions as applicable. Then click
[ Additional Business . -
ek Address : 4126 MILLER ST the Next button to continue. Additional
City BETHANY . . . . .
g ey State 1o information for each question is provided below.

Zip/Postal Code : 64424-7169

= Address Questions

A Should your legal address listed above be used for any other type of address (Ordering, Payment or Billing)3
B Is your address information the same for Ordering, Payment, and Billing addresses?

C Do you have the same contact for all address types (Ordering, Payment, or Billing)? :

Save and Close Cancel Registration | Back | Next

Additional Resources & Information:

As you complete each step and move to the next step, the system will check for errors. If there are errors:
# Anotification message will be displayed at the top of the page
* You must correct the errors indicated before continuing to the next step.
= Additional help can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

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.
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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.

You have 1 messages
1: Information : The address entered was modified to meet postal standards. (A5447)

View All Details I Submit Question I

IDAS

Wizlcome, Tim

B Hew Account Infe.
& Wy Business Info.
[ Addresses & Contacts

O additional Business
Information

O Registration Summary

JTR\ M Advantage

man lows gow

Home | Help | Accessible Help | SiteMap | Privacy Report | Logout

Account Information Business Oppo: Re:

Summary

Business Info Addresses & Contacts | Users |  Commodities

You have 1 messages -
1. Information : The address entered was modified to meet postal standards. (A5447)

View All Details | Submit Question |

Save and Close

Enter all of the required fields below related to your ordering address. IFyou want to use an existing Headquarters Account address, you can select an existing Address by clicking the "Find"
button next to the Address D field to access your existing address list.

Cancel Registration | Elackl Nextl

Add Business Location - Ordering Address and Contact

You can alse manually enter a new address by entering all of the required fields below related to your ordering address.
[~ *Ordering
+ Address Information
Address 1D :

Find || Clear

Attention, In-care-of, Work unit, etc.

Optional Routing Info :

“Street: £12 N WALNUT ST
Street Address, P.O. Box, etc.
" : CAMERON

*State/Province

Ci

Missouri - E
Zip/Postal Code 644291829
Country : NITED STATES -
County -
"Phone : g16-724-7238 Ext
JOOEXOCO0CKC

Division/Department

+ Contact Information
For the address type shown sbove, please enter 3 contact person

Principal Contact ID Find| Clear Fax

B Fax Extension
Principal Contact : g e

# - Alternate Fax
Phone : 3167247236
Phone Extension Alternate Fax Extension

Alternate Phone Email

Alternate Phone Extension ‘Correspondence Type

English Spoken : [

Save and Close Cancel Registration | E\ac.kl Ne:tl
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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.

Tﬂﬂ\\\?\g\ M S’xdvantage e

Home | Help ‘

Help

Site Map

Privacy Report

Busi licitati
Opportuniies SPonses

IDAS

Welcome, Tim Summary Business Info Addresses & Contacts I Users ] Commodities

Yiew Frequently
el Add Business Location - Additional Business Information Saveand Ciose_|

Cancel Registration

| Backl Next

M Hew Account Info.

B my Business Info.

M Addresses & Contacts Commodities

[ Additional Business
Information Select the commodity codesiclasses that describe goods and services that your organization provides. Click the "Add™ button to identify the

appropriate commadities for your organization. This information is optional

Add <

O Registration Summary

CommoditylService Code  Commudity Description

Save and Close

Cancel Registration

| Backl Next

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 notification message will be displayed at the top of the page.
# You must correct the errors indicated before continuing to the next step.
* Additional help can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

Logout

Step 7: Choose commodity codes that best describe the goods or services provided by the new location. Click the

OK button to continue.

m?ﬁ‘\\\ﬁﬁ\ M S’xdvantage vevrw iowa aov

Home Help

Help

Site Map

Privacy Report

DAS opportinites Zponest
Welcome, Tim Summary Business Info Addresses & Contacts | Users | Commodities
Wigw Frequenthy Choose

Asked Questions

Select one or more commedity codes that desaibes the goods and services that your crganization provides by clicking the checkbax next to the commedities you want to
add. To search for 8 specific commedity code or desaription, enter = valid value in the C ; code or Commedity Description search field snd dick the
“Browse" link. Once your seledion is made, dick the “C%” button o add the selected commodities to your organization.Click the "Cancel” button to cancel your changes
and retumn to the Commodities page.

To assist you in identifying your commodity codes, click this link Commodity Codes

Browse Clear

Commodity/Service Code :

‘Commodity Description : FOOD"

Commodity Description Commodity/Service Code
FOODS: STAPLE GROCERY AND GROCER'S MISCELLANEOUS MEMS 383
FOODS: PERISHABLE 390
FOODS, FROZEN 385
FOODS: DAIRY PRODUCTS (FRESH) 380
V| FOODS: BAKERY PRODUCTS (FRESH) s
FOOD PROCESSING AND CANNING EQUIPMENT AND SUPPLEES 370

First Prev Next Last

ﬁ ﬂl Cancel

Logout
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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.

Tﬂﬂ\\\?\g\ M S’xdvantage e

Home | Help ‘ Help Site Map

Privacy Report

IDAS opportunies Eaes

Welcome, Tim Summary Business Info Addresses & Contacts I Users ] Commodities

Yiew Frequently
SEEIRTED Add Business Location - Additional Business Information SaveandClose || Cancel Registration

| Backl Next

M Hew Account Info.

B my Business Info.

& Addresses & Contacts Commodities
[ Additional Business
Information Select the commodity codesiclasses that describe goods and services that your organization provides. Click the "Add™ button to identify the

appropriate commadities for your organization. This information is optional
O Registration Summary

Add
Commuodity/Service Code Commaodity Description
375 FOODS: BAKERY PRODUCTS (FRESH) Delete

Save and Close Cancel Registration

| Backl Next

Additional Resources & Information

As you complete each step and move to the next step, the system will check for errors. If there are errors:
* 4 notification message will be displayed 2t the top of the page.
# You must correct the errors indicated before continuing to the next step.
® Additional help can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

Logout
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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.

i s oo

mﬁ%\\ VI A dvantage

1A S Actount Information

- ‘summary BusIngss Info
Wlew Freguenly
Aged Cuestons

M New sccount into.
B9 my Business info.
B agdresess & Contsets  you to make your change.
= Organization Information
Organization Type : Company

M soartional Business
intor

D Registiation summary 1059 Classification : Corporstion
Location Name :

Location Web Address -

Number of Employees :
Annual Income :

= Legal Name Information
Legal Name - Sparts Flace
Business Name (Alias/ DBA) : Sports Plsce Cameron
Name Control : SFCR

~ 1099 TIN Information

Taxpayer ID 535210444
Number
Taxpayer ID Number E[N
Type

« Legal (1099) Address Information
Street 11 4128 MILLER ST
City - BETHANY

= Discount Information
Number of Days 1
Number of Days 2
Number of Days 3
Number of Days 4

Businsss Opportunities

OOresseE & Contacts

Add Business Location - Registration Summary é

The summary below is based on the information you entered. If changes are needed, please select the Update Information link. This will navigate you back to the appropriate screen for

Foreign Tax ID :
W-8 Form
Ordering DUNS :
Internet Catalog ©
Preferred Ordering Method :
Peard Acceptance Level -

First Name
Middle Name
Last Hame

Detailed TIN Type
1099 Reportable

State/Province
Zip/Postal Code

Discount Percent 1
Discount Percent 2
Discount Percent 3
Discount Percent 4

Missouri
£4424-T182

bave and Ciase

e

Subemit Reglstration

Print This Page

MName on Check

Homs | Help | AcoessibieHelp | SiteMap | Privec)Report | Logout

m
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1»AS
Wedcome, Tim

iew Freguently
Bghed Cuestns

B Hsw Account info.
My Business Info.
B sddresses & Contacts

B saartionsl Business
information

O Registration summary

mm\\\\\ VA dvantage s o e

Account informstion

‘Summary Businsss Info
= Ordering Address
Address Information

Optional Routing Info :
Street 11 512 N WALNUT ST
City : CAMERCM
State/Provinee - Missouri
Zip/Postal Code : 84428-1229
Division/Department :
Contact Information

Principal Contact : Bob Clemons
Phone : §18-724-7238
Phone Extension
Alternate Phone
Alternate Phone
Extension
Fax

» Payment Address
Address Information
Optional Routing Info :
Street 1 : 4125 MILLER ST
City : BETHANY
State/Provinee - Missouri
Zip/Postal Code : 84424-718%
Division/Department :

EFT Information

ABA Number
Bank Name
Account Type

Contact Information
Principal Contact : Bob Clemons
Phone : 818-724-7233
Phone Extension

Country : UNITED STATES
County
Phone - 818-724-7222
Phone Extension

Fax Extension :
Alternate Fax
Alternate Fax
Extension :
Email :
Correspondence

ype
English Spoken : ez

Country : UNITED STATES
County
Phone © 515-225-7207
Phone Extension

Account Number :
Routing 1D Humber
Remittance Advice Transmission Mode ©

Fax Extension :
Alternate Fax :
Alternate Fax

Home | Help | AcosssiDWHeip | Stamesp | PrvseyReport | Lopout

Alternate Phone Extension :
Email -

Alternate Phone Coresponcence
Extension P e

m

Type :
Fax English Spoken : Yes

wpgas ieormeden
= Commodities
CCommodity Ssrvics Cods  Commodity Description
kil FOODS: BAKERY PRODUCTS (FRESH)
Lipdade informadion
Save ang Ciozs Camoel Registration | am.| Sutmt Registration
Asdomsl Resourses € informston:
5 you compisie s2en sien and mave fo e mert size. e sysiem Wil oheok for errars. f fhers are errers:
® & poffiastion messzos il be disslayed of e g o fhe page.
* Yourmuat correct b arrars ind e partming o e nexd siep. L
®  Addional help oan be found in the Fraquanty Asked Questions 32043 sible from the laf hand navigadion bar.

Copyright © 2001, 201, GBI Technalogles and Solutiows Inc. All RIgh Resarert. Use of S sofiwars I 3ubjest 1o 061 Technologles and Solutions Inc. liocrss agrssment. AMS Aduamioge b5 a regissered fademan: of G31 Technologles and Solutions o=

Step 10: After submitting your registration you will see the Thank You page that includes your lowa VSS Vendor
Code. Note on the Thank You page the three forms available for you to use:

e Substitute W-9 Certification Form

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

o 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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jowa.

mm\;\\%‘(\ VA dvantage s

DAS Print This Page

weome,Tm — Thank You!

i Cor , you have the rs 1 process for a new business location. You may now login to VSS using
View Freguently ﬂ
Asked Questions the User Name and Passwaord you just created Password Reset

Your Vendor Code is: V5000000100
*Please save your Vendor Code for future reference
The following forms are available for you below:

&=l Download Substitute W-9 Cerlification Form

Click the link above to print, sign, and mail or fax the Substitute W-9 Cerlification form to the address or fax number
indicated on the form

&=l Vendor Reaistration Application

A .pdfversion of your registration application is available. You may want to printto save a copy of this document for your
own reference.

Izl Download EFT Registration Form

Ifyou have not provided the EFT information during the registration process and would like to activate EFT, you may
download the EFT Registration Form above.

You may login to your account to view and/or update your account information. Click here to login.

Home | Help | Help | Site Map | Privacy Report | Logout

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.

From: DASVendorHelp @iowa.gov Sent: Tue 2/24/201512:16 PM
To: Criner, Tim [DAS]
Cc
Subject: ADVMAIL: ADDLOC IOWA VS5: A NEW LOCATION WAS ADDED TO YOUR HEADQUARTER
i)
Tim Criner:

This email is to notify you that a user has registered as a new location in the State of lowa Vendor Self Service (VSS) for your Headquarter. You are
receiving this email because you are the Master User for one of the locations already registered.

The Location Legal Name is: Sports Place The Vendor/Customer is: V5000000100 The First Name, Last Name is: Tim Criner The Phone is: 515-725-
2070 The Email is: tim.criner@iowa.gov

If you have questions, please email: DASVendorHelp @iowa.gov

After the State of lowa has approved your request for registration of a new location in lowa VSS, an email similar to

the one below will be received by your Primary Account Administrator.

From: DASVENDORHELP @IOWA. GOV Sent: Tue 2/24/2015 2:15 PM
To: Criner, Tim [DAS]
Ce
Subject: ADVMAIL: CERAPP WELCOME TO IOWA VENDOR. SELF SERVICE [VS5)
el

Tim Criner:

Congratulations, you are now a certified user of State of lowa Vendor Self Service (VSS).
Here are details about your lowa VSS account:

Your User ID (case sensitive) is: Sportsplacels

Your Headgquarters Account Legal Name is: Sports Place

Your Headquarters Account Code is: VS000000048

Your Vendor/Customer is: VS000000100

Your Location Name is:

Any comments from the approving party, detailing additional information about your account, are noted here:

If you have questions, please email: DASVendorHelp@iowa.gov
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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 lowa. 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.

m“‘h\\ M fAdvantage —

Home | Help |

Help

Site Map

Privacy Report

Logout

Busines, licitation
Opportunities shonses

IDAS information

Summary | Business Info Addresses & Contacts

users |

Welcome, Tim Commadities

View Frequently
Asked Questions

Addresses & Contacts

Here are your addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking
the ‘Assign/Create Addresses & Contacts’ button. You can view your requests that are pending approval by selecting the View Pending
Additions’ button.

To modify the type of address select the "View/Update’ link under the Existing Address & Contact Assignments section next to the

record you wish to update. To modify actual addresses and contacts use the View/Update' link next to the appropriate record under the
Update Addresses and Update Contacts sections.

Existing Address & Contact Assignments

AddressID Address
ADOD1

o e e ]

Update Contacts

Lo ] e

717 KEELER ST, BOONE, 14, 50036-2830

Pending Changes

Prevent
Address ID  Address Type Address Principal Contact EFT Status  MNew Active From
Processing
AD0D1 Payment 717 KEELER ST, BOONE, 14, 50038-2830 No 02M6/2015
AD001 Ordering 717 KEELER ST, BOONE, 14, S0038-2830 Ne 02/16/2015
I I Assign/Create Addresses & Contacts View Pending Additions
Update Addresses

Viewi/lUpdate View Pending Changes

ContactID Contact Hame Contact Address Pending Changes

Active To Pending Changes

Vigw/Update

View Pending Changes

ViewiUpdate

View Pending Changes
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Step 2: Update your address information on the View/Update Available Address page and click on the Save

button.

vevrw.iowa.qov

Tﬂmm\ MAdvantage

Home | Help ‘

Help

Site Map

Privacy Report Logout

Accoupt licitation
DAS InfEeoultn A5EE

opportunies

Summary |

Business Info Addresses & Contacts Users I

View/Update Available Address

Welcome, Tim Commodities

View Freguently
Asked Questions

Madify or delete your address here. Click the "Save’ button once all updates have been made. Click the ‘Cancel’ button to undo all
updates entered.

A modified address will be validated according to postal standards. Review the changes and choose either the address you entered of the
one that was validated.

ﬁ ﬂﬂl Cancel

+ Address Information

Address ID

: |AD0O1

Optional Routing Info :

*Street 1

*City :
*State/Province :
*Zip/iPostal Code :

*Country :

: 122 S Vine Street

West Union

lowa -
52175

UNITED STATES

County : A
*Phone : Ext:

JOH=R0GE000C

* Indicates a required field

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.

IDAS

Welcome, Tim

View Frequently
Asked Questions

JTTNA M Advantage

Help

Site Map

Privacy Report Logout

v owa.qov
Home | Help |
opptEites el
B Addresses & Contacts

You have 1 messages
1: Information : The address entered was modified to meet postal standards. (A5447)

View All Details I Submit Question I

View/Update Available Address

Maodify or delete your address here. Click the "Save’ button once all updates have been made. Click the ‘Cancel’ button to undo all
updates entered.

A modified address will be validated according to postal standards. Review the changes and choose either the address you entered of the
one that was validated.

Delete | Cancel
+ Address Information
Address ID: ’ADUUﬂi
Optional Routing Info :
“Street1: 122 S VINE ST
*City : WEST UNION
“State/Province : lowa A
*ZipiPostal Code : 52175-1353
*Country : UNITED STATES -
County : hd
*Phone : Ext:
KOO0

* Indicates a required field
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Step 4: Your updated address is now a pending change and has been submitted to the State of lowa for review

and approval. Click on the View Pending Changes link to review your requested updates.

Tﬂﬂ\\\?\g\ M S’xdvantage e

Home | Help ‘ Help Site Map

Privacy Report Logout

licitation
sponses

upt Busi)
afion Opportunities

IDAS In

Business Info Addresses & Contacts Commodities

Summary |

Welcome, Tim Users 1

View Freguently
Asked Questions

Addresses & Contacts

Here are your addresses and contacts that are used for your financial transactions. You can add new addresses and contacts by clicking
the "Assign/Create Addresses & Contacts’ button. You can view your requests that are pending approval by selecting the View Pending
Additions” button.

To modify the type of address select the View/Update' link under the Existing Address & Contact Assignments section next to the

recard you wish to update. To modify actual addresses and contacts use the View/Update’ link next to the appropriate record under the
Update Addresses and Update Contacts sections.

Existing Address 8 Contact Assignments

Prevent
Address ID Address Type Address Principal Contact EFT Status  Hew Active From  Active To  Pending Changes
Processing
ADO01 Payment 717 KEELER ST, BOONE, 1A, 50036-2830 No 02M6/2015 r
ADO01 Ordering 717 KEELER ST, BOONE, 14, 50036-2830 No 021812015 I
Assign/Create Addresses & Contacts View Pending Additions
Update Addresses

Address ID  Address

ADOO1 717 KEELER 5T, BOONE, 14, 50036-283( WigwiUpdate
Update Contacts

ContactID Contact Name

L] ] o] ]

Contact Address Pending Changes

View/Update
View/Update

View Pending Changes

View Pending Changes
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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.

mﬁ\\\t\ V%A dvantage s iowa gov

Home | Help ‘ Help Site Map Privacy Report Logout

Accou| licitation

IDAS infioufitn Op?)“n’rﬂlen?(sles Sponses

Welcome, Tim Summary ] Business Info Addresses & Contacts Users I Commodities

View Freguently

el View Pending Changes

Here are your requested changes awaiting approval.

Aftribute Changed Change Entered By Change Entered On  Last Updated On  Old Value New Value Modified Area  Status
v City Autoexpertstc1S 0212472015 02/24i2015 BOONE WEST UNION Master Addresses  Hew Changeb
Street 1 Autoexpertstcs. 0212412015 02/24/2015 717 KEELERST 122 S5VINEST Master Addresses New Change b
Street 1 Autoexpertstc1S. 0212412015 02124/2015 422 STORY ST 717 KEELER ST Master Addresses Approved
Zip/Postal Code Autoexpertstcis 0212412015 02/24/2015 50036-2830 52175-1353 Master Addresses  New Change h
Zip/Postal Code Autoexpertstc1S. 0212412015 02024/2015 50036-3532  50036-2830 Master Addresses  Approved
Back
Attribute Changed : City Old Value : BOONE
Change Entered By : [Autoexpertstc1a New Value : 'WEST UNION
Change Entered On : 02/24/2015 0Old Memo Value :

Last Updated On : 02/24/2015
Wodified Area : j1a5ter Addrasses 3

New Memo Value :

Status : ey Change

You will receive an email similar to the one below from the State of lowa. This email notes the changes that
were submitted.

From: DASVENDORHELP @IOWA. GOV Sent: Tue 2/24/2015 4:15 PM
To: Criner , Tim [DAS]
Cc
Subject: ADVMAIL: CHGSUB IOWA V55 CHANGES SUBMITTED
i)
Tim Criner:

This correspondence is notification that changes have been submitted to your Vendor account using State of lowa Vendor Self Service (VSS).

Please review the information below to verify that the changes submitted are correct and complete.

City: Old : BOONE New : WEST UNION

Street1: Old : 717 KEELER ST MNew :122 S VINE ST
\__Zio/Postal Code: Old : 50036-2830 New ;52175-1353
Address: Old : 422 STORY ST New :1225VINEST

City: Old : BOONE New : WEST UNION

ZIP Code: Old : 50036-3532 New :52175-1353

1099 Classification: Old : Corporation New : Partnership

If you have questions, please email: DASVendorHelp@iowa.gov
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Once your updates have been approved by the State of lowa, an email similar to the one below will be received
by your Primary Account Administrator and lowa VSS will be updated.

From: DASVENDORHELP@IOWA. GOV Sent: Wed 2/25/2015 2:16 AM
To: Criner, Tim [DAS]
Cc
Subject: ADVMAIL: CHGAPP IOWA VS5 CHANGES APPROVED
i
Tim Criner:

This correspondence is notification that the changes submitted to your Vendor account using lowa Vendor Self Service (V5S) have been approved.

Please review the information below to verify the new information reflected lowa VSS is correct and accurate.

City: Old : BOONE New : WEST UNION

Street1: Old : 717 KEELER ST Mew :122SVINEST
\Zip/Postal Code: Old : 50036-2830 _New :52175-1353

Address: Old : 422 STORY ST Mew :122 SVINEST

City: Old : BOONE MNew : WEST UNION

ZIP Code: Old : 50036-3532 New :52175-1353

1099 Classification: Old : Corporation New : Partnership

The following comments (if any) from the approving party were included, detailing additional information about your account:

If you have questions, please email: DASVendorHelp@iowa.gov
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VI. Account Users

The Account Users page lists all of your users for your lowa 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.

m“‘\\\\\ M Sﬁdvantage v iowa.aov

Home | Help | ible Help | Site Map | Privacy Report | Logout

DAS infien RPN ies iekation

Welcome, Tim Summary Business Info ] Addresses & Contacts Commaodities

View Frequently

Asked Questions Account Users

Account User

My Profile

Listed in the grid are all the users for your VSS account. You may add account users by selecting the "Add’ button. You may view or
modify existing users by selecting the "View/Modify’ link next to the corresponding record. You may delete users by selecting the Delete’
link next to the corresponding record.

User ID First Name LastHame Access Level Account StatffS
Autoexpertstic1s  Tim Criner Account Administrator  Active ViewiModify Delete
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Step 2: Complete the appropriate information for the new user and click the Next button to continue.

mhﬁsﬁ\ M Advantage o cov

Home | Help | Accessible Heip | Site Map | Privacy Report | Logout

IDAS Account Information Business Opportunities. %‘;;L*ﬁg:g

[T

Summary Business Info Addresses & Contacts

Add Account Users

Welcome, Tim

View Freguently

Asked Quest

Bccount User

Prof

Create your User ID here. Once all required fields are complete, click ‘Next to assign access levels to this user. Click ‘Cancel to exit without
saving your changes. If you designate the new user as the ‘Primary Account Administrator’ it will automatically de-selectthe user currently
designated as the Primary Account Administrator. You will need to select ‘Registration’ and ‘Account Maintenance’ Email Notification options if
the new user is becoming the Primary Account Administrator. Designating the new user as 'Locked’ prevents them from accessing your VS35
account. This option allows you to setup users but prevent their access to VSS until they are unlocked

« User Information
“User ID (case sensitive) : Autoexperiskc15 ﬂ
* (User 1D should be between 2 and 16 characters in length )
*First Name : Kerry
“Last Name : Criner
“Email : tim.criner@iowa.gov
“Re-enter Email : tim.criner@iowa.gov

‘Phone 5457552070 Ext.:
HOKOOCX00C
Fax Number :
Primary Account Administrator :

Locked :

= Password
*Passwol

*(Passwords should be between 8 and 16 characters in length )
“Re-enter Password

+ Email Notifications
Registration :
Account Maintenance : [

Recent Financial Transactions :

+ Security Questions and Answers
*Security Question: g was your favorite teacher? -

*Security Answer

“Retype Security ANSWer:[qususssasssnce

* Indicates a required field Next | Cancel -

oo ~

COPYTIgN @201, 2011, GS1 TecmODgIes 300 SORAKNS IS, Al GRS REsened. Use ot

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.

mﬁ\\\\ V%A dvantage s iowa gov

Home | Help ‘ Help Site Map Privacy Report Logout

oppbiinties Shoait

DAS nfiies

Summary Business Info Addresses & Contacts Commodities

Welcome, Tim

Wiew Frequently Access Levels

Asked Questions

Account User Select one Primary Access Level and any Optional Access Levels.

Wy Profile
User ID : Autoexpertskc1s
First Name : Kerry
Last Name : Criner

Primary Access Level
Select one primary sccess level to be sssigned to the user

Access Level Description
Account Administrator users have the abilty to add account users, and assign access levels to each user. They may also update the Account
Information and User Information. They wil also have the abilty to view financial transactions pertaining to the account. Account Administrator users wil
also be capable of updating their own profile information
Full Access users may only update the Account Information except for User Information. They wil also have the ability to view financial transactions

‘Vendor account administrator vendor security role

Full aceess vendor security role pertaining to the account. Full Access users will only have the ability to update their own profile information.
& EmrmoreriTeErm Display Only users will be able to view the Account Information except for User Information. They will also have the ability to view financial transactions
iy pertaining to the account. Display only users will only have the abilty to update their own profile information

Optional Access Levels
Select any optional acoess levels to be made available to the user
Access Level Description

Create Invoice This optional level allows a User to create an invoice. All Users can view invoice information but a User must have this access level to create an invoice.

Create Solicitation Response  This optional level allows a User to respond to solicitations.All Users can view solicitations but a User must have this access level to create a response

<]

Query Tax Information Query Tax Information will allow a user to view tax information for their account

_> _save | Back | Cancel
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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 lowa VSS.

Tﬂﬂ\\\?\t\ VA dvantage J——

Home | Help ‘ Help Site Map Privacy Report Logout

Accoupt Busi) licitati
DAS Information Opportuniies Sponses

Welcome, Tim Summary ] Business Info | Addresses & Contacts Commodities

View Freguently

Asked Questions Account Users

Account User

My Profile

Listed in the grid are all the users for your VSS account. You may add account users by selecting the "Add’ button. You may view or

maodify existing users by selecting the View/Madify’ link next to the corresponding record. You may delete users by selecting the Delete’
link next to the corresponding record.

User ID FirstName LastName Access Level Account Status
AutosxpertskelS  Kerry Criner Display Only Active View/Modify Delste
Autoexpertstcls  Tim Criner Account Administrator  Active ViewModify Delete

L] o] o] L]

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.

From: DASVendorHelp@iowa.gov Sent: Tue 2/24/201512:16 PM
To: Criner, Tim [DAS]
Co
Subject: ADVMAIL: ADDUSR NEW IOWA VENDOR SELF SERVICE (WSS5) ACCOUNT USER
i)
rFe
Kerry Criner:

This correspondence is notification that you have been added as an account user to State of lowa Vendor Self Service (VSS).

Please contact your organization's lowa VSS Account Administrator for the password to your lowa VSS account. Following are some details about
your lowa VS5 account:

Your Legal Business Name is: Auto Experts Your Account Administrator is: Tim Criner
Email: tim.criner@iowa.gov

Phone: 515-725-2070

User ID : Autoexpertskcls

If you have questions, please contact your organization's lowa VSS Account Administrator. For other assistance, please email:
DASVendorHelp@iowa.gov
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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 lowa VSS, go to the Account Users page and Click the View/Modify link for account to update.

TN MAdvantage  meoma
DAS mfSRaRn oflisiness.

Summary |

Welcome, Tim Business Info |

View Freguently
Asked Questions

Account Users

Account User

My Profile

Addresses & Contacts

Home ‘ Help |

Help

Site Map

Privacy Report

Logout

licitation
sponses

Commeodities

maodify existing users by selecting the View/Modify’ link next
link next to the corresponding record.

UserID
Sportsplace Ti

FirstName LastName Access Level

im Criner

Sporisplacehh  Henry Harrison Display Only

Sportsplacekp  Kris Paul Display Only

L] o] e L]

Account Administrator  Active

Listed in the grid are all the users for your VSS account. You may add account users by selecting the ‘Add” button. You may view or

to the corresponding record. You may delete users by selecting the Delete’

—

View/Modify Delete

Account Status

Active View/Modify Delete
Active View/Modify Delete

Step 2: On the View/Modify User information page, click on the Change Password button to continue.

[T

ST M Advantage

Account Information Business Opportunities.

BusinessInfo |  Addresses & Contacts

Welcome, Tim Summary |

View/Modify User Information

Account User

My Profile

Home | Help

golicitation
Sponses

Commaodities

w User Information
“User ID (case sensitive) : [Sportsplacenh
“First Name : Henry
“Last Name : Harrison
*Email : harrisonh@sports net
‘Phone: 5157247236 Ext.:
JOOEIOK-H000

Fax:
HOOCO0CI0000

Primary Account Administrator :

Locked :

= Email Netifications

Registration :
Account Maintenance : -

Recent Financial Transactions :
« Access Levels

Primary Access Level: Display Only

Optional Access Levels:

» Security Questions and Answers

*Security Answer: o

“Retype Security Answer :

* Indicates a required field

ﬁ Change Password

Below you may view or madify the user's information. Select the ‘Change Password’ button to modify the user's password information. Select the
‘Change Access Levels' button to modify the user's access levels.

*Security Question: \wpat was the name of your first childhood pet? =

Change Access Levels

‘ Save Cancel ‘

‘Cogyrignt © 2001, 2011, G Technologles and Sakulions inc. All Rigrs Resened. Use of s sofware s subject 1o GG Techmologies and Solkions .

1 Teotmologles and Sokions g

Help

Site Map

Privacy Report | Logout
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Step 3: Enter the new password and click the Save button to continue.

e sowe gov

m\‘f\\\\\ MHAdvantage

Home | Help | AccessibleHelp | Site Map | Privacy Report | Logout

ount Information Business Opportunities

golicitation
Sponses

Addresses & Contacts Commodities

Summary |

Welcome, Tim Business Info |

Password Maintenance

Becount User Create a new password for the user below.
My Profile

*Enter Hew Password(case sensitive) : e

“Re-enter Hew Password : » (Hote: Passwords should be case sensitive, between & and 16 characters in length and contain at least 1 numeric value)

Sava‘ Cancel |

>

* Indicates a required field

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.

s ows gov

m“\\ MfAdvantage

Home | Help | Help | Site Map | Privacy Report | Loaout

Business Opportunities. %‘5‘33‘;.2:2

Welcome, Tim a Busine o Addresses & Conta Users ommod

You have 1 messages
1: Information:  User password changed successfully.

View All Details Submit Question

View/Modify User Information

Account User
My Profile

Below you may view or modify the user's information. Select the *Change Password' button to modify the user's password information. Select the ‘Change
Access Levels’ button to modify the user’s access levels.

= User Information

*User ID {case sensitive) :
“First Name :
“Last Name :

*Email :

Sportsplacenh
Henry
Harrigon

harrisonh@sports.net

Phone: 5157747236

OO0
Fax:
IGO0
Primary Account Administrator :

Locked :

= Email Notifications
Registration :
Account Maintenance :

Recent Financial Transactions :

= Access Levels
Primary Access Level : |pisplay only

Optional Access Levels : a

» Security Questions and Answers
*Security Question: What was the name of your first chidhood pet?

*Security Answer :

*Retype Security Answer:

iange Password I

nc Al RIgPTE RESENSD USE of I S0MEME 15 SUDjEct 10 O TECTMOIOgISs 300 SOUINS 1

| Save Cancel

Gl Tecnoiogies n SOMNS G

* Indicates a required field Change Access Levels

12011, Co

Copygen AMS ADETEgE E11E 3

m
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VIIL.

Commodities

The Commodities page lists current commodity codes that describe goods and services provided by the vendor.

Email notifications of bid opportunities published on lowa VSS will be received for commodity codes selected.

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

DAS

Welcome, Tim

View Frequently
Asked Questions

JTTSA M Advantage

vevrw.iowa.gov

Account Busi licitati
infdimation oppoitunites Sponses

Commodities

Summary |

Business Info | Addresses & Contacts ] Users

Commodities

Help | Site Map | Privacy Report | Logout

Home | Help |

Here is the current list of commodity codes/classes that describe the goods and senices that your organization provides. You can add
new commodity/senvice codes by clicking the "Add ltems” button. To delete a commodity/senvice codes, click the "Delete” link next to

the record in the grid that you wish to delete.

Any request to add a new Commodity that is awaiting approval can be viewed by clicking the "View Pending Additions” button. Any

request to delete an existing Commodity that is awaiting approval is noted in the ‘Pending Deletion’ column.

Existing Commodities

CommodityiService Code Commodity Description  Pending Deletion

/ Add ftems |

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.

DAS

Welcome, Tim

View Frequently
Asked Questions

JTTSA M Advantage

vevrw.iowa.gov

licitation
sponses

infi CEE R

Commodities

Summary |

Business Info | Addresses & Contacts ] Users

Choose

Home | Help |

Help | Site Map | Privacy Report | Logout

Select one or more commodity codes that describe the goods and semvices that your organization provides by clicking the checkbox next

to the commaodities you want to add. To search for a specific commodity code or description, enter a valid value in the

Commodity/Service Code or Commadity Description search field and click the Browse link. Once your selection is made, click the "OK”
button to add the selected commaodities to your organization. Click the Cancel button to cancel your changes and return to the

Commodities page.

To assist you in identifying your commodity codes, click the following \in‘: Commodity Codes l

Browse C\earl

Commodity/Service Code :
‘Commodity Description : AUTOMOTIVE
Lol odity/Service Code

Commodity Descrintion,
V| AUTOMOTIE ACCESSORIES FOR AUTOMOBILES, BUSES, TRAILERS, TRU 0S5

AUTOMOTIVE AND TRAILER EQUIPMENT AND PARTS 060

AUTOMOTIVE AND TRAILER BODIES, BODY ACCESSORES, AND PARTS 085
AUTOMOTIVE SHOP AND RELATED EQUIPMENT AND SUPPLIES 075
BELTS AND BELTING: AUTOMOTIVE AND INDUSTRIAL 110

D] ] o] e
é ﬂl Cancel
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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 lowa.

ﬁ“‘\}\\\(\ M A dvantage [——

Home ‘ Help | il Help Site Map Privacy Report Logout

NDAS InfSeaatin TEEEE i

Welcome, Tim Summary ] Business Info | Addresses & Contacts ] Users Commaodities

View Fr@ue.n(u .
Asked Questions Comm°d|t|es

Here is the current list of commodity codes/classes that describe the goods and senvices that your organization provides. You can add
new commodity/senvice codes by clicking the "Add ltems” button. To delete a commaodity/senvice codes, click the "Delete” link next to
the record in the grid that you wish to delete.

Any request to add a new Commaodity that is awaiting approval can be viewed by clicking the "View Pending Additions’ button. Any
request to delete an existing Commodity that is awaiting approval is noted in the 'Pending Deletion’ column.

Existing Commodities

CommodityiService Code Commodity Description Pending Deletion

Add ltems I View Pending Additions | @

mﬁ%{\ M S’xdvantage wevrw iowa.aov

Home Help Help Site Map Privacy Report Logout

DAS infSiaufiin OnpuTHes fpean

Welcome, Tim Summary ] Business Info | Addresses & Contacts ] Users Commeodities

Vigw Frequently
sactasins Vfjew Pending Additions - Commodities

Here are your new commodities awaiting approval.

Commodity/Service Code  Commodity Description Status
05 AUTOMOTIVE ACCESSORIES FOR AUTOMOBILES, BUSES, TRAILERS, TRU  New Change

Back

Step 4: An email, similar to the one below, will be received regarding the Commodity Code update that you
submitted.

From: DASYENDORHELP @I0OWA. GOV Sent: Tue 2/24/2015 12:15 PM
To: Criner, Tim [DAS]
Cc
Subject: ADVMAIL: CHGSUB IOWA V55 CHANGES SUBMITTED
fa
Tim Criner:

This correspondence is notification that changes have been submitted to your Vendor account using State of lowa Vendor Self Service (VSS).
Please review the information below to verify that the changes submitted are correct and complete.

Street1: Old : 422 STORY ST New :717 KEELER ST
L H H = 200026-2830
Commodity: Old: New : 055
Commodity Description: Old: New : AUTOMOTIVE ACCESSORIES FOR AUTOMOBILES, BUSES, TRAILERS, TRU
= UOUUSUAA220

If you have questions, please email: DASVendorHelp @iowa.gov
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Step 5: An email will be received when the State of lowa approves the requested update. lowa VSS will also be
updated.

From: DASVENDORHELP @IOWA.GOV Sent: Tue 2/24,/2015 2:15 PM
To: Criner, Tim [DAS]
Co
Subject: ADVMAIL CHGAPP IOWA VS5 CHANGES APPROVED
i)
Tim Criner:

This correspondence is notification that the changes submitted to your Vendor account using lowa Vendor Self Service (VSS) have been approved.
Please review the information below to verify the new information reflected lowa V5SS is correct and accurate.

Street1: Old : 422 STORY ST Mew : 717 KEELER 5T
] = 2a0036-2830

Vendor/Customer: Old : New : 00003079556

The following comments (if any) from the approving party were included, detailing additional information about your account:

If you have questions, please email: DASVendorHelp @iowa.gov
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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

Page 36 of 36


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

	I.  Purpose of this Guide
	II. Overview & Benefits of Iowa VSS
	III. Account Summary Tab
	A. Announcements
	B. Primary Account Administrator
	C. Account Information
	D. EFT Information
	E. Prevent New Spending

	IV. My Business Information Tab
	A. Classification Update
	B. Legal Address Information Update
	C. Legal Name Information Update
	D. Add Business Location

	V. Addresses & Contacts
	A. Updating Addresses

	VI. Account Users
	A. Adding User to Vendor
	B. Account User Password Change

	VII. Commodities
	VIII. Contact Information

