VENDOR SELF SERVICE (VSS)

User’s Guide

April 2021

NEAPORTNENS R PUBLCSCHOOS



Eﬂmwmm NEWS
PUBLIC ScHOOLS

Table of Contents

INEFOTUCTION ...ttt b e st s e et e bt e s bt e sheesate st e et e ebeesneesmeeeneeenneen 3
LOZ in tO VSS fOr CUIrent VENdOrS.......cccuuiiiieeeieiiieenrertinneesseensseseeenssesseenssessennssessesnssessesnssessennssessennnnes 4
Create VSS Account for New Vendors ..........cociviiiiiiiiiiiiiiiiiiiiiiiiiiiiisiiisisssssssssssssssssssssssssssssses 6
Update Vendor INFOrMAtion ..............coooiiiiiiiiiie ettt tee e te e et e e ree e et e e e sateesseeenaeeeneeenns 11
View Checks, INVOices, Or PUIChase OFTErsS ......cciieuiieeiieeieeieieeeiieesieetineeeneenirenssessrsserssesssssnsssnsssnssnne 13
LOZ OUL OFf WSS ... s s s s 15

Page | 1 April 2021




NEWPORT NEWS
PUBLIC SCHOOLS

Section 1: Introduction

1. Benefits of the Vendor Self Service System
Newport News Public Schools uses Vendor Self Service (VSS) which enables vendors to:
e Register your business with NNPS and maintain your own account information
(addresses, bank/EFT information, contacts, commodities, etc).
e Access Purchase Orders, Invoices and Payment information.
e Refer to Purchasing policy documents online.

2. Accessing Vendor Self Service

You can access NNPS VSS by going to the School District website sbo.nn.k12.va.
e Scroll to the bottom and click “Purchasing”.
e |n the Procurement Services box, click “Vendor Self Service”.
e In the Vendor Self-Service box, click “Log on to Vendor Self-Service”.

3. Questions or Problems

If you have questions or issues using the NNPS VSS system, please send an e-mail to
munishelpdesk@nn.k12.va.us or call 757-591-4576, option 2, for a VSS support technician
during regular business hours of 8 am to 4:30 pm, Monday—Friday.
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Section 2: Log in to VSS for Current Vendors

This section explains the steps for current vendors to activate their vendor self-service account.

1. Enter sbo.nn.k12.va.us in the browser address bar.
2. Scroll to the bottom of the screen and click Purchasing.

A-Z Site Index Registration Stay Connected
Contact Us Bus Stops ﬂ u D m
School Directory Meal M ]
NEWPORT NEWS " Jonstinder e B9 Closngs & Canceltons
Closings & Delays MNews & Announcements
PUBLIC §CHOOLS

3. Click Vendor Self Service.

Procurement Services

Our Mission is to guide and direct NNPS in the procurement of high quality goods and
services at reasonable cost in support of the education of the children in the school division,
while promoting maximum feasible competition and fairness, complying with legal and
budgetary requirements, and maximizing the value of taxpayer dollars.

Please read: Doing Business with Newport News Public Schoals... A Vendor’s Guide to
Understanding NNPS Procurement Practices

Current Solicitations Awarded Bids Vendor Self-Service

4. Click Log on to Vendor Self-Service.

Log on to Vendor Self-Service
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5. From the Vendor Self Service home page, click the arrow in the upper right corner of the
screen to open the VSS login screen.
6. Enter the email and password associated with the Vendor Self-Service account.

Click SIGN IN.
NOTE: Do not enter the username previous associated with the account, enter the email

account.
e If you cannot remember the email address, click Forgot username?.
e If you cannot remember the password, click Forgot password?.
You will get an email from NoReply. It may take a few minutes to get the email.

Newport News Public Schools Self Service

Home

Vendor Self Service

o< tyler identity
|dentify. Authenticate. Empow

Sign in to your account

Ema

D Remember me

SIGN IN
Register for a new account

Forgot password? Forgot username?
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Section 3: Create VSS Account for New Vendors

This section explains the steps for vendors to create their vendor self-service account.

1. Follow the steps on page 2 to get to the Vendor Self-Service log in screen.
2. Click Register for a new account.

tyler identity

(]
Identify. Authenticate. Empower.
Sign in to your account

Ema

Password

|:| Remember me

Register for @ new account m

Forgot password? Forgot username?

3. Complete the following to register for a new account:

e Email: Enter a valid email address. It cannot be blank.

e First name: Enter your first name. It cannot be blank.

e Last name: Enter your last name. It cannot be blank.

e Password:
o Password must be between 8 and 30 characters in length
o Password must contain a lowercase letter
o Password must contain a number
o Password must contain a special character

e Confirm password: Enter the password again. It cannot be blank.
4. Click Register.

Register for a new account

vendor@companyname.com

Lastname

Firstname Lastnamg

CANCEL REGISTER
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5. You will get a confirmation message below stating the registration is complete.

Registration complete

Congratulations! You're registered.

One last step. Click the confirmation link sent to @gmail.com.

6. An email will be sent to the registered account. Click on the hyperlink in the email to

verify the email account.
7. The User Self-Service screen will display confirming the email account. Click the here

hyperlink to sign into your Vendor Self Service account.

% User Self-Service

Email Confirmation

Thank you for confirming your email. Click here to sign in.

8. Enter your email and password. Click Sign In.

tyler identity

Identify. Authenticate. Empower.

Sign in to your account

Email

Password

D Remember me

SIGN IN
Register for @ new account

Forgot password? Forgot username?
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9. The screen below will display. Users must click Yes to proceed.

To receive notifications of bids, vendors must
register with
eva.virginia.gov.

All bids are advertised on the Newport News
Public Schools website, and eva.virginia.gov.

Bid documents are available for download
through
o Newport News Public Schools website
0 eva.virginia.gov

Select "Yes' to acknowledge receipt of this information.

10. The screen will display the following message.

e C(Click Create New Vendor
OR
e Click Link to Existing

A

In order to fully use Vendor Self Service, please either
register a new vendor or link to an existing vendor.

Create New Vendor OR m

No vendor information is linked to your account.

11. The Enter Vendor Registration Information screen displays (Step 1). The following fields

Help

Page | 7

must be completed to continue with the registration process.

: Click the Help link near the top of the screen for assistance.
Company Name
Vendor Type
E-mail
FID or SSN
Address
City
State
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e If you wish to be paid electronically (rather than printed/mailed payments),
please provide banking information on this screen.

12. When the fields have been completed, click Continue at the bottom of the screen.
13. The Address Information screen displays (Step 2). This step is optional.

New Vendor Registration

Address information

Help

Addresses

add

Name/DBA Address Is Default
If you do not need to add additional addresses, click Continue.

If you wish to add an additional address (Example: Remit address), click Add.
When the fields are completed, click Save at the bottom.

14. The User Contract Information screen displays. Complete the required fields.
e Contact Type

e Name
e Phone
e E-mail

User Contact Information

Contact Person

* Contact Type

l Select Type...

* Name
Description
* Phone
Text
Doptin

Fax

* E-mail
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15. Click Continue.

General Vendor Contacts

Help

Address Contacts

Type Name Description Email Telephone

Phone: 757-591-

GEMERAL - . “hn N 4576
@ L.
General Contacts CONTACT GMAILCOM Text: *
Fax:

16. On the General Vendor Contacts screen, the contact information entered on the
previous screen displays.
e Click the Edit  icon to edit the contact information.
e Click New Contact to add another contact record.
e C(lick Continueto proceed to the next step.

Select Commodities

Search for your commodities/services, then select and “Add". Search again and repeat as necessary. Click "Finished™ when done.

Last alf
173 Found  1-10| 11:20 | 21-30 | 31-40 | 41-50 | 51-60 | Next
Select All Code Description

STIMULUS FUNDED PURCHASE

ABRASIVES

ACCOUSTICAL TILE, INSULATING MATERIALS AND SUPPLIES

ADDRESSING,

PYING, MIMECGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIESICHEMICALS, INKS, PAPER, ETC
AIR COMPRESSORS AND ACCESSORIES

031 HVAC-AIR CONDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS AND ACCESSORIES (SEE ITEM 740 ALSO)

NIMALS, BIRDS, MARINE LIFE, AND POULTRY, LIVE INCLUDING ACCESSORY ITEMS)
025 APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE
ART EQUIPMENT AND SUPPLES

AUTOMCTIVE ACCESSORIES FOR AUTCMOBILES, BUSES, TRAILERS, TRUCKS, ETC

055

Currently Added

615 OFFICE SUPPLIES, GENERAL Bemove

17. The Select Commodities screen displays (Step 3).
e Check the box next to the commodity that matches the goods/services your
organization provides. Click Add.
e (lick 11-20, 21-30, etc. to see additional commodities.
e C(Click Continue.
18. The Review screen displays (Step 4). Review the information. If anything needs to be
updated, click change.
19. Scroll to the bottom. Attach your organization’s current W-9.
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Section 4: Update Vendor Information

This section explains the steps for vendors to update their vendor self-service account.

1. From the VSS login screen, enter the email and password. Click Sign In.
2. Click here or click the pencil icon to view or update the Profile information.

Welcome to Vendor Self Service

Profile information s

Profile infermation not found. Cli: link profile to Contact
information.

3. The Vendor Information screen displays. Update the fields, as necessary.
Click Save.

Vendor Information
Contacts Information: Make Changes

Contact Person

* Contact Type
Select Type.. g
= Name
Description
* Phone
Text

Ooptin

* E-mail
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4. Click the pencil icon to view or update the Vendor Profile information.

Vendor information 4

TEST VENDOR
456 MAIN 5T
CHAMNGE ADDRESS
HAMPTOM, V& 23668

5. Click change to update the banking or address information.

General Information change

TEST VENDOR
Entity:

456 MAIN 5T
CHAMGE ADDRESS
HAMPTOMN, VA 23666

FID:
Vendor Type: VEND - VENDOR

Foreign Entity

Discount Percentage: 0.000
Days to Discount: 0
Days to MNet: 0

Bank Information

CREDIT UNION
Account number:
Account type: Checking

6. Make the necessary changes on the Vendor Information — General Information and

Terms screen. Click Update to save the changes.

7. Click Vendor Information from the menu to update Address Information, Contacts or

Commodities.

Vendaor Self Service

Vendor Information

Attachments

Commodities

8. The General Information screen opens. Click change next to the section to be updated.
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Section 5: View Checks, Invoices, or Purchase Orders

This section explains the steps for vendors to view checks, invoices and purchase orders.

1. INVOICES: To view invoices, click Invoices in the menu on the left or click Search
Invoices.
NOTE: /nvoices cannot be submitted using VSS at this time. Please email invoices to
accountspayable@nn.k12.va.us.

Announcements
Vendor Self Service gives you access to your vendor activity with Newport News Public Schools. It does not register you to receive bid requests. To receive notifications of bids, vendors must register with eVA.virginia.gov

Inveice information not found.

Checks Search checks

Check information not found.

Purchase orders Search purchase orders

Purchase order information not found.

2. Enter the search criteria. Click Search.

Vendor AP Invoice Search

Submit invoices

Invoice number l I (other search criteriz will be ignored)

Date

Invoice date

aor
Invoice date(s)

. to
rom

Amount

Invoice Amount

ar

Amount(s) more

than but less than

Status Any Status v

| seorcn | e
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3. CHECKS: To view checks, click Checks in the menu on the left or click Search Checks.

Announcements
Vendor Self Service gives you access to your vendor activity with Newport News Public Schools. It does not register you to receive bid requests. To receive notifications of bids, vendors must register with eVA.virginia.gov

Invoices

Checks

Check information not found.

Purchase orders

Purchase order information not found.

Search purchase orders

4. Enter the search criteria. Click Search.

Vendor Check Search

Date (mm/dd/yyyy)

Check date
or

Check date(s) from to

Amount

Check amount
or

Amount{s) more than but less than

Number

Check number

ar

Check number(s) from to

Status Any Status v

| sercn | oer

April 2021
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5. PURCHASE ORDERS: To view purchase orders, click Purchase Orders in the menu on the
left or click Search purchase orders.

Announcements

Vendor Self Service gives you access to your vendor activity with Newport News Public Schools. It does not register you to receive bid requests. To receive netifications of bids, vendors must register with eVAvirginiagov

Invoices

Submit invoices  Search invoices

Invoice information not found.

Checks

Search checks
Check information not found.,

Purchase orders

Search purchase orders

Purchase order information not found.

6. Enter the search criteria. Click Search.

Vendor Purchase Order Search

PO number

[other search criteria will be ignored)

Contract number

Status Any Status v

Date
Date ordered
ar

PCO(s) ordered from to

PO total Equal to v 5

| seorch [ e

Section 6: Log Out of VSS
This section explains the steps for vendors how to log out of VSS.

=
1. Click the User menu.
2. Click Log Out. TEST VENDOR
1 My Account 7
Log Out

Page | 14 April 2021




