State of Michigan
VSS User Guide for

New Vendors

Version 3.11

"
o)
S
)
=
=
)
)
[,
0
o
[®;
-
)
>
<
=
O
G




Table of Contents

a1 oo [0 o (o] o HR PP PP P PP PPTPPPPPPTPPTPTRINE 3
(SN Y N ] (o1 12T 1o o 1S 3
Section 1: Register NeW VENdOr ACCOUNT .........uuuuiiiiiiiiiiiii e a e e e 4
1.1: Verify Your Personal Email AAAreSS ........ooouviiiiiii i a e e eaaees 10
1.2: Complete New Vendor Account INfOrmation ... 11
Section 2: View and Modify Your On-line Vendor Account Information ...............ccccevvveieeeeee, 27
Section 3: View Financial TranSaCtIONS............uuiiiiiiiiiiiiiiiiiii e 47
Section 4: View Business OpportunitieS/SOlICILAtIONS .............uuuummmiiii e 69
e = =TT o To ] oo I (o TS Yo ] 1o r= 11T 1 72
Section 5: Review and Modify Solicitation RESPONSES ..........uuuuimiiiiiii s 78
Section 6: Catalog MaNAgEMENT.........coiiiiiiiei e e e e e e e e e e e rr e e eaaes 81
6.1: Search for EXIStiNG CatalOogS. ........uurireieiiiiiiiiiiiiiiiiiiiiiieei e 82
(SR ) -1 o o [ U ] (o - Lo S 84
Section 7: Foreign Vendor ACCOUNt REQISIAtION ..........uuuuiuiiiiiiii e 88
7.1: Foreign Vendor - Verify Your Personal Email Address..........ccveeeiieeiiiiiiiiiiieeeeeeeeeiienn, 94
7.2: Foreign Vendor - Complete New Vendor Account Information...........cccccceeeeeieeiiiiiinnnnnnnn. 95




Introduction

The State of Michigan (SOM) Vendor Self Service System (VSS) allows you, as a
vendor/grantee or payee to manage your account information, view and create financial
transactions, including payments and Procurement Business Opportunities. (For
detailed information on the SIGMA VSS Grantee functionality, please see the State of
Michigan Grantee User Guide shown on the SIGMA VSS Home Page.)

This VSS training guide provides detailed instructions for registering a new account and
modifying your existing account.

(Note: State of Michigan existing vendors should refer to the State of Michigan Vendor
Self Service (VSS) Existing Account Activation guide for user instructions.)

Key Information

e To avoid browser compatibility issues, SIGMA VSS is best viewed with Internet
Explorer 11 and Firefox 3.5 or 3.6. Please disable your pop-up blocker in order to
access all parts of the site. Watch for browser updates in the Announcements
section of the VSS Home Page.

¢ Within the various SIGMA VSS pages Frequently Asked Questions (FAQSs) links
are available to provide additional user information. These are located on the left
side column of the application as a link to select. When navigating from one tab
to another the frequently asked questions will update to correspond to the page
being viewed.




Section 1: Register New Vendor Account

Step 1.1 Select Register to create new account.

5 SIGMA Vendor Self Service

Welcome to State of Michigan SIGMA Vendor Self Service (VSS) mp el
;‘f{ Boficies
k™l The State of SIGMA Vendor Self Service (VSS) system allows you, uimwmmln your information. view your financial transactions, view bwwulndwnwmmm
e more. Click on the Register bution 1o begin filing out an slectronic 1o become & myuwwwanhmhmﬂmd
This slie is best viewed with Internst Explarer 11 and Firefox 3 5 or 36
* = Required have questions, pliase contact the State of Michigan VSS (SOM VSS) Suppen Center at DME-Vendee@michigan gov or 1-558-T34.9749, The State of Michigan VSS (SOM VSS) Support Center Ofice Hours are
i SWMMISWPHESIM}-FM
L Contacts
* Password
1 03292017 Click on fink balow 1o view the st of departmant contacts
& Test UAT Announcement
Login | View Al Announcerments
Password B Agency Contacts
Forms and Reference Documents
Chick thi Register
bution 1o register a Chick on a form balow to sither save it to your desitop or open it in Adoba
neEw o existing
account
g | e mw.!.v.ss Vando Regisiration Uses Guide
Guest Accens | ms"r.l VES Vendor Existing Accourt Activation Usar Gusde

M VES Grantes User Guide
Forms used by Forsign payoes.

« Certificate of Foreign smus af Beoel\-'w Owner for IS Tax Withhelding (Form W-SBEN)

itV irs gov

« Certificate of Foreign S ot Bmqul Owner for U S Tax Withhelding and Reporting (Entities)
{Form W-BBEN-E) hitps Ve s govipubes-poffelibens pof

= Certificate of Foreign Person’s Clasm for Exempiion from Withholding (Form W-BEC1)

hitps Mererw irs govipubyirypoifhwdied pof

= Certificate of Foreign Government or other Foreign Organization for U'S. Tax Withholding (Foem W-
SEXP) hitps [lweve s m_wb_xm&:ﬁ:.m

» Ex Exempion | From Withholding on ion for {and Certain D D Personal

Al Sncivichial (St S2030 bites a0 i

Step 1.2 Review Memorandum of Agreement information and select Accept Terms to
accept the agreement or Reject Terms to reject the agreement.

VSS returns to VSS Home page when Reject Terms is selected.
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Step 1.3 Select Next to continue or Back to return to previous screen.

y:< S|GMA Vendor Self Service e = e gey o mic b Imiconactconnectl 45417205 0558 .. 00 bl e, michigae govimicontraciconnect
o Privasy Report | ContactUs
= . " .
Ny Registration Tips

Aready regutened? Chck berd o ogn. Ofhérwise. Chok Nent 1o confinue.

Yitw Froquently
Asked Quesions Actembie the lobowing informabion before contnung
+ Informabion on each locabon (first locaton entered wil be consudered The Headguaners
* Tan 10 Number
+ Legal Business name
+ DUNS Numbar

« Afree rumber ssued by Dun & Bradsireet for sach business icabon
+ Caill holl frow 2t B33-814- 1435 to obtainivmtily your rumber
* Inchcate T you ane dong busingss wilh 1 Govermment endly
» Contad Informaton (name address email. phane and o
* AOLOUT ACTIreS RO (DRSSO FESOONGie K your Briount
+ Drdarrg

= Paymeed
* Descriphions of your products and services (for example commaodity codes)

Step 1.4 Use either of the two (2) fields under Company Search or Individual Search
to enter your information. (This step will let you know if you are already registered.)

Step 1.5 Select Search to search for an Existing Account.




| = S|G MA Vendor Self Service e machigan gow AT QA G TC SRS onneCt T, 454, 1. 775 SOLEE . 0. himi o TP AR, gy Tl A AL D
Privacy Repori | ContactUs

_ Search for an Existing Account

To 1 havee & veodir cooe, This paoe will ieip you deberming whet atie 10 CTeale @ New 0008 W account e O Xy O
i YOU DReviouy proviced  Pitdse Select one Of T jearch et a vendo o
= Company Search
To see # you Nave & vendor code and have an Emgloyer idertSoation Numter (EIN) on ke, first search by TIN
Taxpayer identification Number [235.421155 Legal Business Name
Search |
OR
» Individual Search
To see € you have & vendor code and have 3 Socal Securty Number [SSN) on She enter your Last Name and List four dgits Our SO Secus e
Last Name | A Last 4 dugits of SSN

Search I

Addigonal Resources & information

= AS you compéets sach step and move 10 the next 5260, the system will chock kor srTors.
thede are erors:

+ A notification message will be dispiayed at the 10p of the page.

X, #0ter M DALOLE.COCHEO00 b0, i Luba1. K560

If no results are found, continue on to Step 1.6. (If results are found, continue to
Sections 2 - 6 of this guide and follow steps for viewing and modifying your existing
account.)




Step 1.6 Select New Registration to begin registration.

|
i ,: S|G MA Vendor Sell Service weww michigan gov wrw.michigen gov imicontraticonnect0 441 7. 205 L05C8 . 00 Mimi warw michigan gov/micontraciconnect
Privacy Report | ContactUs

5:: Search for an Existing Account/Results Not Found

Welcome, New To activate your account you Must Rave 8 vendor cooe The page vl Ieip you determine o
Indivictual based on e inkrmation you previously provided Fiease select one of e search optons ek 1o dsterming f you afeady have 3 vendor code

+» Company Search
To s f you hive & véndor code and have an Emgioyer idenbification Number (EIN) on fie. first search by TIN

Taxpayer identiication Number ;235421 155 08 Legal Business Name [

Search |

OR

+ Individual Search
To toe f you have 3 vencor cooe and have 3 Soc Securtly Number (SSN) on e enter your Last Name and kst four gts of your Social Securty Numter

Last Name | AND  Last4 digins of SSN
Search |

Mo results have been found for your account. Please perform further research o seiect the New Regisiration BUTion (0 CTeate 3 New JCCOUNL.  Nes Regatiatos I @

Additional Resources & Information:

esthier of N0t Yol R one. You wil nol be able 10 create 3 new code f one already eists If e account exists I will be designated a3 3 Company of

Canael Baprratan I Bach I ~

Step 1.7 Enter User Information in General Information. Required fields are marked

with an asterisk symbol:

HSIGMA Vendor Self Service o michigen gov. 4540,7.225 60558 50 s S D DS T

Privacy Repert | ContactUs

i, My User Information

Craate your user i) Pore. You will be sssagned th role of Primary Account Administratorn, Paise see e Fraquently Acked Guettons for adatona detas about the Primary Accourt
Admnectatr e

¢ ~ General Information e
Vinfy and Submt Registration

“Usar [0 [Case sensitive)

(Uiser 1D should be between 1 &nd 15 charsciers in kngih
“Farst Name -
“Last Name
“Email :
‘Re-enter Email -
Phone Ext

WA K BN

OO K,

cancumrgursmen | ear | wen | A




Step 1.8 Enter your Password and security question information in the Password
section.

Passwords must be between 8 and 16 characters. Password must contain a number,
an upper case letter, a lower case letter and one of the following symbols: @ $ # %.
The password cannot contain the User ID and it cannot contain the word password.

Step 1.9 Select Next to continue.

| B{SIGMA Vendor Self Service S ABAAT 295 50558 DO htmi o st hugan g micontras e omnact
Erivacy Report | ContactUs
& Seont
f:' ks Re-enter Emad :

“Phane : Ext.:

M0G0 000K

Fam:
O XH0 OO0

Dl user intormation
Viertly and Subend Registation
» Password

SO0 Cate MO, 3 et Cate leter and ong of the folowing symbols B 58 %
‘Password (case sensitive) :

“Re-gnter Password
* Security Queston : v
" Security Answer (Case sensitive)
‘Rt-gnter Secunty Anywer
PACIEs 3 requned feid

Additionsl Resources. & information:

* A3 you complete esch step and move to the next step, the system will check for ermors.
O there are emoes:
+ A notifscation message will be displayed at the 1op of the page.
= You must comect the efmors indicated before contmumg 10 Thir next shep.
« Addimonal Heip can be found in the Frequently Asked Questbons accessibie from the lefl hand navigation bar,

Verify Email Address is correct.

Step 1.10 Select Next.

W SIGMA Vendor Self Service www michigan gov. wevew michigen ovimicoetraciconnectil 4541 7326 5055800 bl

Privacy Report | ContactUs

Verify Email Address

To contmue your

=1 venfy your emall address. When you recenve e emal we send you, folow the ink prowded of copy The nk

Wiake Sure your ov 4 bipck the receipl of s emall To prevent the emal rom being biocked. 804 the Tolloaing a0dress 10 yoor em:
DO_NOT_REPLY_MICHIGAN_VSS8SIGMA PROD.VS SMICHIGAN.GOV

An email will be sent 1o e following address ; HamisD21@michigan gov |
Addmonal Rescutces & Informaton:
Cancet Ragiatranes 9 -

* As you complete each step and move to the next step, the sysbem will check for erors.
If there are emors:
A notification message will be drsplayed af the 1op of the page.
* You must Comect the #rors mdicated Difore conbinuing 10 M neal step.
+ Additionsl Help can be found in the Frequently Asked Cuestions accessible from the left hand navigation bar.




Step 1.11 Select Close Browser.

b S1G|\.{’-‘k Vendor Self Service e michigan gov w 0,4541,7-225 50558 00.him| ‘warw.michigan. g

Thank You!

A verification email was sent to you.

Cannot click the link in the email?

Lopy T

2 Pasleitmito

Closs Biowser | e

Your registration is started but your account is not active yet.




1.1: Verify Your Personal Email Address

VSS sends a verification email to the email account entered in Step 1.7. A message
similar to the message shown below will appear in your Inbox. Follow the instructions
as shown below to access VSS.

Step 1.1.1 Access your email account entered in Step 1.7.

Step 1.1.2 Select the link to access VSS.

From: DO _NOT REPLY MICHIGAN VSS@SIGMA-PROD-VSS.MICHIGAN.GOV <DO NOT REPLY MICHIGAN VSS@SIGMA-PROD-VSS.MICHIGAN.GOV>
Sent: Wednesday, June 7, 2017 10:12AM

To:

Subject: SIGMA PROD V55: VERIFY YOUR STATE OF MICHIGAN VENDOR SELF SERVICE (SOM VS5) EMAIL ADDRESS.

Brandon Martin

By clicking the link below, you are verifying the email sddress that you have created for your State of Michigan Vendor Self Service (SOM V5S) user information. This email address will be used as 8 primary method of correspondence

if you cannot click on the link below, you may copy and paste it into your browser

if you have questions, please contact the State of Michigan VS5 (SOM VS5) Support Center at DMB-Vendor@michigan gov or 1-888-734-9749,

VSS transitions to the SIGMA Vendor Self Service Login Screen.
Step 1.1.3 Enter your User ID and Password.

Step 1.1.4 Select Login.

% SIGMA Vendor Self Service sw michigan gov ¥t mchgan gov mconTactccanectO ASH1. 226 50588 60wl ‘o michogan gow micontractconnect

3 Login
L

To continue registration, enter your User D and Password

Pawnurd_._ ]
_Login | e

Help | Contact |8

VSS transitions to the VSS New Account screen.

10




1.2: Complete New Vendor Account Information

The Add Business Location — New Account Registration section is used to enter your
Tax Identification Number (TIN) Type and Business Classification information.

Enter required New Account information for Tax Identification Number (TIN) Type or
EIN and Classification in the New Account Information section. (Please Note: EIN Type
and Corporation Classification are used as an example in this guide.)

Step 1.2.1 Select the appropriate TIN Type option. (If the first option is selected, also
select SSN, ITIN, or ATIN below it.)

Step 1.2.2 Select the appropriate Classification Type.

VSS will close or place a check mark in the box as you complete each section.

FISIGMA Vendor Self Service s michigan gov ww michigan o micontractconnect8.4541,1.226 80858 - 00 himl wrw.michigan govimicontracteanaect
s Privacy Report | ContactUs
£
}é‘s Add Business Location - New Account Savrand Cow | Caseel Regataten | L | A
Registration
Welcome, Lawsen Plaase chooss on of 12 folowing opbons 1 dsscrbs how you pian on dong busmess and sessct the Naxt buson to cortnus
View Frequend
Asked QUEstions
» TIN Type e
DCINew Account info
CIMy Businass info

() 1wl e 2 Social Securty Number [SSN), Indidusl Tapaye identiication Number (ITIN). or Adcpve igeréficabion Numiber (ATIN

Dlageesses & Contacts
Piaase seectone ol e toiowing SN () N () AT

[0 Addtonal Busness ;

Irfoemation -

() 1l use my entty's Empioyer identfication Number (EIN]

[ Regestration Summary i
(L) 1 donothave any of e above forms of Tapayer entificaion

AND

v Classification e

| plan b do busingss using the following classificabons. Plaase seliedt onfy one

Select  Classification
0 Individua
Sobe Proprietor

Parinershg

Nonfesdent Aen
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VSS defaults to No option for non-Healthcare Providers.
Step 1.2.3 If Healthcare Provider, select Yes and continue.
Step 1.2.4 Select Next to continue.

VSS continues to the My Business Information section.

| FSIGMA Vendor Self Service Ve mchgan gov g 045417225 50558 0. bom| . mic hugan gay miconazaneet

Privacy Report | Contactus

Welcome, Lawson

OR
» Question ¢

1 jou reed BSEStance Select e Submil Quastion bulion 10 5604 43 your question

My Business Information section is used to enter your Location Verification and
Organization Information.

Note: Some of the fields are pre-populated from questions you previously answered.

Step 1.2.5 Enter information for Vendor Verification Based on; Vendor Verification
Password; Confirm Verification Password fields.

Use of word “Password” is used as an example in “Verification Based On” field. Vendor
may enter any word or text of choice in the “Verification Based On” field.

Healthcare Provider Instructions:

Step 1.2.5.1 Enter National Provider Information (NPI) in the National Provider ID field.

12




A1, T35 SO40S— 0 haw sere michiges ghviniconspciconmsct

KASIGMA Vendor Self Service T g
Privacy Report | Contact Us
Ry
) ) Step 2: My Business information seve st || crcamremon | e | nest | A

Please enter the general information below, Fislds
with a red asterisk ") indicate required fields. Some of the felds are populated with data gathered from the GUESDONS you previcusly answered. Piease review all information carefully before proceeding

Shsiooons, Lawsco You must select the Save and Close prior 1o exiting. If you do not, you will have to re-enter all data again
«» Location Verification

“Wartfy My Locations ty - |

Vendor Verfication Based on

Vindor Verficanon Pavsword

Conbim Verdficabon Password - ssssssssssse

« Organization Information

‘Organization Type Chunge Foregn Tax 1D :

Classificaton ;| Corporation b

Maticesst Provides ID
Location Name
Assigning Authorty :
Locabon Web Address
CAGE Code : b
Mumber of Employees : v
O £ b TU—

Step 1.2.6 Enter your Legal Name; 1099 TIN; and Legal Address Information in the
required fields (red asterisk symbol).

Note: Some of the fields are pre-populated from questions you previously answered.
The EFT (Electronic Funds Transfer) section is used to enter your banking information.

Step 1.2.7 Enter bank’s ABA Number, Select Account Type and Enter your Account
Number.

L SIGMA Vendor Self Service i 04~ 19 b e g gevireent icomer!
. Prvacy Regont | ContactUs
oy
N « Legal Name Information e

Lol Wama o0 W3- | wson Woodward Ewinens Kame (Aan0EA) || awson Woodward Prn Warms 64 Chaci v

« 1099 TIN Information e

» EFT Information

ABA Nurite:

Recosst Mumter | 44445555 77777 <

Bautog © Wamder
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Healthcare Provider EFT Enrollment Instructions:

Step 1.2.7.1 Enter Financial Institution Information.

Step 1.2.7.2 Select appropriate Account Number Linkage to Provider Identifier.
Example: Provider Tax ldentification Number (TIN)

Privacy Report | Contact Us
Health Care Provider EF T Enrolimen

v Provider Information
Welcome, Health

Provider Name : Health Test

v Provider Identifiers Information

2 New Account Info. Provider Federal Tax Identification Number (TIN)

DW Business Info. or Employee Identificabon Number (EIN) : 555444333 Nationa! Provider Identifier (NPY) : 5476543210

[ Addresses & Contacts

[ Additional Business v Financial Institution Information @
Information

[ Repisiraion Summary Financial Institution Name : /(011000015 m
FEDERAL RESERVE BANK
Financial Institution Routing Number : | 123444555
Type of Account at Financial Institution : | Checking v
Provider's Account Number with Financial Institution : 444555666

ROTE We are requred by Federnl lsw o capture ths momston

Account Number Linkage to Provider identifier :| Provider Tax Identification Number (TIN) v e

v Submission Information

Reason for Submission ; v Authorized Signature - Electronic Signature of Person Submitting Envollment : J
r.

Step 1.2.8 Select Next.

14
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« EFT Information

ojoo

ot e | ot | | e |

VSS validates the address entered against an external database of valid postal code
standards. A Postal Code Standards message is presented at the top of the screen.
The system defaults to the Corrected Address as shown by the check mark. You have
the option to use the Original Address as entered or accept the Corrected Address
option.

Step 1.2.9 After choosing correct address, select Next to continue.

15




| SIGMA Vendor Self Service e o s g

Prvacy Repont | ContactUs

N + 1099 TIN Information

crmnwmw-] la:puyerlDNmm:.:-?':'l'l:l'l'lﬁ'l
T Taxpayer ID Number Type : EN
Re-enter Taxpayer ID Number ] 1099 Reportabie : Yes
T » Legal (1099) Address Inform¥ign
O kostional Busmess
s Original Address Cortected Address
[].:.e;a:'y:o- Sumemary Sedoct Address W Select Address
"Sweet 1211901 Canal Avenue smu:lwm Canal Ave
“Ciy: |Lansing cay: Lansing
Sutel Province : | Michigan V| Suatel Province : W
“TipPostal Code:| 45022 Zisposta cose : [18022-0001
» EFT Information
| Find Account Number : 4444555577777

Routing 10 Number :
Account Type : | Checlang v

Step 1.2.10 Select Yes or No to respond to the three questions on the Address
Information Questionnaire screen.

Step 1.2.11 Select Next.

16




E SIGMA Vendor Self Service v mchigan gov Wors michhgen pevimegrarictconnect KU 1215 50453 00 e n Fhen o '

« Legal Address Information

Adzress 16T Canad A

« Address Questions

it (hdmevstratwe. Ordening, Paymest o Bilng)”

VSS transitions to the Addresses & Contacts section.

Step 1.2.12 Read the user instructions at the top of the screen carefully before
continuing with entering your Address and Contacts information.

Step 1.2.13 Enter phone number in the Phone field in Address Information section.

17




Adanony Ladress Inky

The sams pddeess and
ddiress anformaton i opbonal I you 00 have Jeparate aodress and

Step 1.2.14 Enter required information for Principal Contact and Phone. Email address

is not required, but preferred.

Step 1.2.15 Select Next.

18




F SIGMA Vendor Self Servic www mhgr oy g T At 1 050 0 1 pachigee poviRCORY CICONRY]

The Additional Business Section is used to Add information for Attachments,
Commodities, Business Types and Service Areas.

Step 1.2.16 Select Add to add commodities to your account. Adding commodities to
your account gives you the ability to receive email notifications regarding State of
Michigan Business and Grant Opportunities. (See SIGMA VSS Grantee User Guide for
more information related to grant commodity codes.)

19




SIGMA Vendor Se If Service www.michigan.gov www.michigan. govimicontraciconnect 4541, 7-225 50555 00 hami www michigan Jovimicontractconnect

Privacy Report | ContactUs

Step 4: Additional Business Information e e
Welcome, Lawson
Attachments
Add
File Name Date UserlD Attach Type D
Commodities

Commodity/Service Code  Commodity Description

VSS displays screen for selecting commodity code types.

For a Quick Search of the Commodity page, you may use the asterisk symbol before
and after at least one or two words that describe your commodity type. (Example:
*printing services*)

Step 1.2.17 Enter your commodity description in Commodity Description field.
Step 1.2.18 Select Browse.

VSS returns results for Printing Services.

20




;,.':4' SIGMA Vendor Self Service www.michigan.gov www.michigan.govimicontraciconnect/0 4541,7-225-50558-,00.htmi www.michs imicontracteonnect

o, Privacy Report | ContactUs
LYY
= Choose

LT Select one or more commodity codes or classes that describes the goods and services that your organization provides by clicking the

checkbox next to the commodities you want to add To search for a specific commodity code, class, or, descriplion, enter a valid value in

Mﬁmﬁ the Commodity/Service code or Commodity Description search field and click the "Browse” link. Wildcard (") search capabilities are
Asked Questions available on the Commodity fields, please consult the online Help for details. Once your selection is made, click the "0k button to add

the selected commodities to your organization Click the "Cancel” button to cancel your changes and return to the Commodities page

Browse Clear

Commodity! Service Code :

Commodity Description : "PRINTING SERVICES" | e

Grant : W
Commeodity Description Commeodity/Service Code
Blue Printing Senvices: Biue Prints, Blue Line, Large Engine 96214
Electrostatic Printing Services 96627
Imprinting Services 96642

Licenses and Back Tags Printing Services (Hunling, Fishing, 96652
Print-On-Demand Printing Senvices (Including Print and Distr 96676

& Fingerprinting Services 99041

Frst Prev Next Last
_OK | cancel |

Step 1.2.19 Select (check mark) any commodities for which you would like to receive
email notifications regarding State of Michigan Business and Grant Opportunities.

Step 1.2.20 Select OK.
I

= SIGMA Vendor Self Service ‘woww michigan pov 541722550458 00 Ml APy

Privacy Begort | ContactUs

Choose

Wiatcom. Lueson Select one or more commadity codes or classes that describes the goods and services that your olgam.atlon prov ides by clicking the checkbox next to the commodities you

. want o add To search for a specific commodity code. class. or. descriplion, enter a valid value in the C Service code or C dity Description search field and click
Wiew Frequenily the "Browse" link. Wildcard (*) search c flities are available on the C dity fields, please consult the onfine Help for details. Once \;'clur selection is made, click the “0k”
Asked Questions button 1o add the selected commodities to your orgam.ahr.m Click the "Cancel” button to cancel your changes and return to the Commodities page

Hrowse Can

Coemmaodaty! Service Code

Commodty Descrpson - | *PRINTING SERVICES®

Grant W
Commodity Description Commodity Service Code
Blue Printing Services Blue Prints, Blue Line. Large Engine 95214
||  Electrostabic Printing Sendces S662T
Imprinting Services 96642

[ Licenses and Back Tags Prinfing Senvices (Munling, Fishing, 96852
Prini-On-Demand Printing Services (Including Prind and Distr 98476
|y Fingerpanting Services #9041

il Cancel I

21




VSS adds selected commodity to Additional Business Information section. Instructions

for adding Business Type and Service Areas to your account are covered in Section 2 —
View and Modify Account Information.

Step 1.2.21 Select Next to continue.

{ FLSIGMA Vendor Self Service W michigan gow worw.michigan, gov micontractconnect 0 4541,1.225 50558-..00 i waw michigan govimicontraciconnect
Privacy Report | ContactUs

ff:_ ) Step 4: Additional Business Information

Cancel Regra ston ‘ Bt

Welcome, Lawson

Attachments

File Name Date UserlID Attachment Type Description

Commodities

hdd |

Commodity/Service Code  Commodity Description

99041 Fingerprnting Senices & Delete

VSS transitions to Registration Summary Screen.
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date idormation fimk. This will navigate you back io the appropriate screen for you ta makie your change.

« Location Verification

Veedy By Locasteny by - Cram

Wendsr Verficsnon Bred oo

+ Organization Information

« 41040 TIN Infarmatian

Use the vertical scroll bar to review the information. The Update Information links on
the right hand side can be used to edit/change your information before completing the
registration.

Step 1.2.22 Select Submit Registration to complete and submit the online vendor
registration form.
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Privecy Report | ComtactUs

» Attachments

Fide Name Date User ID Attachment Type Description

Brtem sccourt ot

By Busiress oo
B rssresses 8 Comtaenn

» Commodities

Service Code

04 Frigareetng Seroces

~ Business Types

Business Type 10 Number Start Date End Date Minority Type

+ Service Areas

Service Area Code Service Area Zone

hgdaseal Rrnsarces U informstan

= A} oy compiate aach 1aep bod Peive & Be faut 43ep, Ty pieem will G e ever,

The IRS Perjury Statement popup appears.

1.2.23 Review the IRS W-9 Perjury Statement.

1.2.24 Select OK to continue.

L SIGMA Vendor Self Service TSR0 v

Puvacy Atport | Comtact Uy

« Attachments

File Name Date User 10 Attschment Type Description

+ Commodities

Service Coda

» Business Types

Business Type ID Certfication Number Certfication Start |

» Service Areas

Service Area Code  Service Area Zone

—Asdtanal Rvescas b ntematen.

Ok Cancel

The VSS EFT Perjury Statement popup appears.
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Step 1.2.25 Review the EFT Perjury Statement.

Step 1.2.26 Select OK to continue.

#SIGMA Vendor Self Service p—— 3407 20330300 v pEp—

Welcome, Lawson

» Attachments

File Name Date UseriD Attachment Type Description

» Commodities

Service Code

+ Business Types

Business Type 10 Certification Number Certification Start €

» Service Areas

Service Area Code  Service Area Zone

The VSS Thank You! page appears.

1.2.27 Keep a record of your new Vendor Customer ID. (Ex: VS0001058).

1.2.28 Download your Substitute W-9 form for your record.

1.2.29 Select Print this Page to print hard copy of your registration form.

1.2.30 Select the red X to close the Browser.
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#{SIGMA Vendor Self Service wownichigengor

Privacy Report | ContactUs

Thank You!

Welcome, Lawson Congratulations, you have completed the registration process. You may now login to Vendor Seff-
Service using the User ID and Passiword you just cieated
‘ Your Vendor Code is: /50001053 %
View Frequentl *Please save your Vendor Code for future reloRipce
Ask ueslions
Password Reset

| Print This Page

The following registration forms are available for you

Click the link above to downicad the “\uns'l'u‘e W- form and then save of print a copy of
this document for your own reference

You may login to your VSS account to view and/or update your account information. Click hese to
lagin

1.2.31Access the VSS link to return to the VSS Home Page.
1.2.32 Enter your User ID and Password to access your new vendor account.

1.2.33 Select Login to access your account.

5 SIGMA Vendor Self Service P2 et
Welcome to State of Michigan SIGMA Vendor Self Service (VSS)
}:T The State of Michigan SIGMA Vendor Self Service (! you, a8 a 1 MARAgE U ¥ fnancial viiw business and grant opponuniies and much

Vo your
more. Click on he Register bufion to begin ﬂngmmmmkmmbecmu payeavendongrantes Pleass disable yoor pog-up blocke in order 10 sccess ol parts of the ste
This site s best viewsd with intemet Explorer 11 and Firefox 35 or 18

* = Reguared & questions. please contact the State of Michigan VES (SOM VES) Support Canter st DME-Vendor@michigan gov or 1-883-734-9749 The State of Michigan V55 (SOM V55) Support Canter Office Hours are
8 N AM wnlll 500 PM EST Manday-Friday

* User 1D
A Contacts
* Password
osnT Click on link balow to view the list of departmant contacts.
Test UAT Anncuncemant
Login e Al Anngncemants
Agency Cordacty

Forms and Reference Documents

Click on & form balow 10 elher save it 10 your deskiop of open it in Adobe

GuestAccens |

Fotms used by Foreign payees

= Contificate of Forsign Status
=

fithholding (Form W-SECT)

ign Organization for U 'S. Tax Wishhelding (Form W.

26
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Section 2: View and Modify Your On-line Vendor Account

Information

Step 2.1 Enter your User ID and Password.

Step 2.2 Select Login.

[5! SIGMA Vendor Self Service

Welcome to State of Michigan SIGMA Vendor Self Service (VSS) L

o Pak
’g! The State of Michigan SIGMA Vender Self allows you, as 0 Manage your Vi business and grant opporunities and much
= more Cikck on the Aegister buion 16 bigin Bing oul an slhectionic appickion 1o become & payiavenda grantes Mmmmmnhmnmlpﬁmmm

This site s best viewsd with intermet Explorer 11 and Firefox 35 or 16

"= Reauied | i vou hive questions, phtase contact the State of Michigan VSS (SOM VSS) Support Center at DMB-Vendor@rmichigan gov o 1-883-734-9749. The State of Michigan VSS (SOM VSS5) Suppont Canter Offica Hours are
800 AM wnill 5 00 PM EST, Monday Friday
* Usar 1D
[ 1 A Contacts
* Fassword
T nazeenT Click on fink below 12 view tha list of department centacts
Test UAT Anncuncemant
Logen l
Agancy Cortacty
Pigswocd Hesst
Forms and Reference Documents
Chck S Reginie Click on & form below 10 &lher Sive 1 10 your deskiop of opan it in Adobe
bumon 1o register 3
A O Qerbng
scoount
megaer | mmummﬂezm.ux_@ge
Gasest Arcess I 55 i I L

mﬁo.\‘ NS5 Granies User Goidy
Forms used by Forsign payess:

= Certificate of Foreign Status of Benebcial Owner for U S Tax Withholding (Foem W-SBEN)
g ereny ity gow by pdf¥aliben pof

» Certicate of Foreign Suhn or&emﬁml o.w-aw US Tax Withholding and Reporting (Enities)
(Form W-BBEN-E)

. le\ulo of Fuﬂq\ 9-m$ Cla-m Pu(-_wmu-m fram Withhalding (Form W-8ECI}

I:mi-mo of Fareign cmwmmor othes Foreign Organization for U'S. Tax Wishhalding (Foem W.
BEXP) hips leave u_muuhn ot nﬂy_udj
- anpim Feomn for {and Certain Depandent} Personal e
idaatd vy Ppipey iy

VSS transitions to your Account Summary screen.
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Step 2.3 Select the vertical scroll bar on the right side of your screen to review your
Account Summary for Announcements, Primary Account Administrator, Account
Information, EFT Information and more.

n! SIGMA Vendor Self Service e michigen gov. i gan gou ASHN 105 6N — Ml e mechigen govmeconpeconnect

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

Account information

Grant Grant Apy

Businessinfo |  Addresses & Contacts | Commodities

Welcome, Lawson | | BusinessTypes |  Service Areas

| Atachments | W-8Forms

Account Summary

+ Announcements

Type Date Message

| [Prev ] [Next ][ tant |

» Primary Account Administrator

Primary Account Administrator ; Lawson Woodward Email : Harr D21 Ermichigan gov
Phone : 5175751012 Ext:

+ Account Information

Step 2.4 Select the Business Info tab.

Step 2.5 Select the vertical scroll bar on the right side of your screen to review your My
Business Information for Headquarters Information, Organization Information, Legal
Name Information, 1099 TIN Information and more.

28




| E{SIGMA Vendor Self Service e michagan oy

Home | Help | AccessibleHelp | SmeMap | Privacy Repori | Legout

Account Information

Attachments

Service Areas |

Commodities Business Types |

Users I

Addresses & Contacts 1

Business Info

Welcoms, Lawson

My Business Information

Panding Changes

vy (oo sy g (——

~ Headquarters Information

Headquaners Legal Name : Lawson Woodard Franchise Account : o
Headquarters Account Code : VSO001029 Headquarters Web Address.
1039 Siatus : Ve Catslog DUNS
Catslog Extended DUNS :

Taxpayes 10 Mumbes : 211131100
Taxpayer 1D Number Type : EIN

» Organization Information

Step 2.6 Select the Addresses & Contacts tab.

Step 2.7 Select the vertical scroll bar on the right side of your screen to review your
Addresses & Contacts for Payment and Ordering. You can also create new or update
existing addresses and contacts on this page as well as view pending changes.

1% SIGMA Vendor Self Service v michiges gov ABAY,7- 2% SOVAS-—08 i

Home | Help | AgcessibleHelp | SiteMap | Privacy Repont | Logowt
ey

Financial Catalog Managy Grant Grant

Account Information

Addresses & Contacts

Address ID Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To  Pending Changes
ADDO2 Biling 1901 Canal 51 Lansing. A0l 485220001 Lawson Woodard A320MT
ADDO2 Payment 1501 Canal 51 Lansing. MI, 45922.0001 Lawson Woodard No 03312017
ADOOZ Oroering 1901 Canai S1. Lansing, LU 485220001 Lawson Woodard No 03T
ADOOZ Web Regstrar 1901 Canal St Lansing Ml 489220001 Lawson Woodard No a7

| | | | Assign/Create Addresses & Contacts | View Pending Additions |

Update Addresses

Address ID Addross Ponding Changes
ADOO2 1901 Canal S1. Lansing, M1, 46922.0001 Viewlpdate View Pending Changes

<
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Create a new Ordering address.

Step 2.8 Select Assign/Create Addresses & Contacts.

e et A5417 T SO558 00 bl e, michigan g

E';'.' SIGMA Vendor Self Service

Home | Help | AccessibleHelp | SieMap | Privacy Repon | Logout
Sy
e
2 Account informaticn ZLELERT] Business Cataleg ant Grant

Summary |  Business info Addresses & Contacts Business Types |  Service Areas Attachments

Addresses & Contacts ~

Existing Address & Contact Assignments

Principal Contact EFT Status Provont New Processing  Active From  Active To  Pending Changes

Addross ID  Addross Type Addross

ADDOZ Sang 1901 Canal St Lansang
ADOD? Payment

ADO Cnoenng 1507 Canal St Lansing
ADOD2 Wt Registrar

[t T Frwe ] [t ] [ Laet ]

Update Addresses

Address ID  Address
ADOO2

1601 Canal St Lansing. MI_ 45

- e

1801 Canal St Lansing, MI 46322-0001

1201 Canal St. Lansing, MI. 485220001

0dand

g, M, 489220001 L3

Lawson Woodand

Q. M 453220001  Lawson Woodard

ER

Lawson Woodand

Assign/Create Addresses & Contacts |

OVIA0T
03T
a2t

o7

View Pending Additions |

Pending Changes

VSS transitions to the Addresses & Contacts Update page.

;'{' SIGMA Vendor Self Service

Home | Help | Accessible Help | S

Account Information JEERLEST

Erivacy Report

| Logout

AT T 33535580 i ‘woww méchigan govimicontracioonnest

Grant Oy

Grant A

Summary 1 Business Info

Catalog

| Commodites |

Business Types |

Service Areas

| Attachments

W8 Forms

Next I Cancel !

~ Address Types

“Aetive From

Account Admnatrator
Ordecing

Payment

i i O

gty

-« Address

*Address 1D :
*Street 1:

Street 2 :

*City =
‘State/Province :
“Zip/Postal Code :
Country Name : | United States of America

County :

Detault Roesrd

Active Te

ooaoao

*Phone Ext:

Addrass

Step 2.9 Select Address Type (ex: Ordering).
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Step 2.10 Enter Active From date.
Step 2.11 Enter Address information in Address section.

Step 2.12 Select Next to continue.

Home | Help | Ascessible Help | SieMap | Prvacy Report | Logeut

Account Information JSUETR Business Oy Catalog Grant Oy Grant A

Welcome, Lawson Summary |  Business info Addresses & Contacts Users | Commodities | BusinessTypes |  ServiceAreas | AMachments |  W-8 Forms

s Next I Cancel I
z « Address Types ¢

Antive Fram Aetive Te Delault Reserd o Address

3
oooa
oooao

ied States of America L

i e A

VSS validates the address entered against an external database of valid postal code
standards. A Postal Code Standards message is presented at the top of the screen.
The system defaults to the Corrected Address as shown by the check mark. You have
the option to use the Original Address as entered or accept the Corrected Address
option.

Step 2.13 Accept the Corrected Address format or check mark the Original Address
format.
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$LSIGMA Vendor Self Service o s mhgan g 54172339338~ 00

Home | Help | AccessibleHelp | SteMap | Prvacy Report | Logout
y A
Account information JEETETETIRY Business S R Catalog M Grant Grant A
Welcome, Lawson |  Businesa info & Commodities | Business Types | Service Aress | Attachments | W-8Forms
~ Address
nal Address

Selact Addrers

"Acdress 10 [ Find l

“Street 1: | 2100 Windsor Avenue
Street2:
"City :
*StateProvin ~
“Zip'Postal Co
Country Name : | Ul S ~
ounty 4
Phane : [ Ext
DUNS

cn |Lansing

vewrnoes (Michigan

Step 2.14 Select Next at top of page.
VSS transitions to Step 2 of 3 for Assign/Create Addresses & Contacts.

Step 2.15 Enter required Principal Contact information in Principal Contact section for a
new contact. If Principal Contact is same as existing contact, use the Find key to
search for and select same Principal Contact.

Step 2.16 Select Next.
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| 5/SIGMA Vendor Self Service -

Help | Accessitde Melp | SiteMap | Privacy Report | Logout

Account Information JZNEEEH] Business g

Users | Commodies I Business Types 1 Service Areas | Attachments [

Welcome, Lawson Summary |  Business info Addresses & Contacty

Next | Back l Cancel |

~ Address Types

Aetive From Aetive Te Delswlt Recard o Address
Agcount Rdminitrator ,
B oo r :
Payment r
Bang | [
Principal Contact
L Ampinate Frone

Princpdl Contact D |

“Contact Name - | Andre Woodard Aieraste Phess Exteanase
Tithe/Ricte Fis

Parmissons Fan Extensan

wtncrred Representitue Aiternate Fax

B Assecrate Fan Extenvon

Comespondence Type i

English Spoten - [

Prone

Prans Exteniae

VSS updates Addresses & Contacts section for Address Type, Principal Contact ID and
Address ID.

" SIGMA Vendor Self Service e pechar g n 2 L2 = stwn michigun pevievcontitsenesct

| Help | Accessible Help Sre Map Privacy Report | Logowl

Grant

Financial Business Catslog Grant

Account Information

Welcome, Lawson Summary |  Business info Users | Commodities | BusinessTypes | ServiceAreas | Attschments |

Address Type Active From Active To Address 1D Address Principal Contact
Vindsor Ave, Lansing MI, 48922.0001 Andre Woodard

Orderng 2o ADD0G 210

| Fist | Prov ][ Wear| [bas: |
ﬁlm Cancel I

« General Information

Address Type : [ Department | Dvision - | 5
Actove From | Addmanal Address informaton - |
Aewve To
Dot Revora

«» Address

Asareas 1D Coustry -
stewnt 1 County : |
Strent 2 | Prane
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Step 2.17 Select the vertical scroll bar on right side of screen to see updated Principal
Contact information. (Vertical scroll bar not shown on screen shot below, but should
appear on your screen.)

¥ SIGMA Vendor Self Service srom mishgn gov sowm e g veont £341.7325 50538~ 90 bim srere mechigan govimontagtionnect
Home | Helg cespible Help | Site Map | Privacy Repor aout
’{=- LU UL LU Financial Transactions  Business Opportunities  Solicitation Resp Catalog Grant i Grant
Welcome, Lawson |  Business info Addresses & Contacts Commodities |  Business Types Service Areas Attachments |

Defasit Racord

« Address
Address 1D owatry
Strest County
'''' 2 Phe ST 6T o
ty Prose Ertenssos
StateProvince ouns [
=Povial Code I . Extended DUNS |
cacecese-[
« Principal Contact
Pringipal Costaet 1D | Fre
[ c-.i P
R ! L
Permissaons . Ahernate Phone E
Autroered Repreie e
Emall [ Fax Extes
pondesce Type | Al te Fan : |
English Spoken - [/ Asmrnate Fas Exteagen

Step 2.18 Select Save to continue.
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1% SIGMA Vendor Self Service L ey

Home | Help | Accessibicelp | SHeMap | Privecy Repor | Lopout

¥

Account information JRTITEH) Business Catalog Grant

Welcome, Lawson | Business Info Addresses & Contacts | BusinessTypes |  Service Aress |  Aftachments |  W-3 Forma

Assign / Create Addresses & Contacts - Step 3 of 3

Address Type Active From Active To Address ID  Address Principal Contact
Orgering san 10T ADODE 2100 Windser Ave. Larsing M S3922.0001  Andre Woodaed

“_J_I_I_I

Save | Back | Cancel

« General Information

Asdrens Type Dypartmgen | Dovrtion |
Kot From Adnons Addeers insemation |
Actes To

Datauht Racond

« Address

Assra 0
pa— Couty
r— el Phone

VSS updates the Addresses & Contacts tab with new contact information.

Step 2.19 Select View Pending Additions to see pending Contact information.

19 SIGMA Vendor Self Service srm mschogn o £ 7 335 A3 00 hed e

Home | Help | Accessible Help | SaeMap | Privacy Heport | Logout
[l
o "

2 Account Informaton IR Burinesy Catakog Grant Geant

Summary | Business lnfo Addresses & Contacts Users | Commodiies | BusinessTypes |  Service Areas | Aftachments | W.8 Forms

Address D Address Type Address Principal Contact EFT Status Prevent New Processing Active From  Active To  Pending Changes

ADoez B 1501 Canal St Lansing M1, 433220001  Lawson Woodasd ta 033201 Yewlpdale Yiew Pendng Changey

ADDIZ Payment 1801 Canal St Lansing MI, 43502-0001 Lawson Weedad M o Viewlpdate Yiew Pending Changes
Crgereg 1501 Canal 5t Lansng I, 485220001  Laveson Wioodaed Mo 0331207 WiewUpdale  View Persdieg Chances

ADOO? Web Registras 1501 Canal 51 Lamaing. Mi 433220001  Lawson Woodaed e e Viewlpdate i Pending Changes

I ! I Assign/Create Addresses & Contacts I View Pending Additions I

Update Addresses

Address 1D Address Pending Changes
ADOS2 1901 Canal 51 Lanwmg, ML 48922-0001 Viwlipaats Vi Perciog Changes

TN | TN | R

Update Contacts

Contact ID Contact Name Contact Address Pending Changes
PCoa2 Livwson Woodard 1501 Canal 5t Lasung M1, 48502-0001 VewUpdale  iew Pengng Changey

VSS displays View Pending Additions — Addresses & Contacts information.
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Step 2.20 Select Back to exit the page.

% SIGMA Vendor Self Service s michigun goy s michigan qovicenractconnectl 8447 225 31358~ §0 e o iGN govmiconconnct
Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout
1Aty
I
- Account Information JZLELEY ! Business iti i Catalog g Grant O L Grant
Welcome, Lawson Summary | Business info Addresses & Contacts Business Types |  ServiceAreas |  Aftachments |

View Pending Additions - Addresses & Contacts

Address Type Active From Active To Address ID Address Principal Contact Status

v Ordering a7 ADDOS 2100 Windsor Ave Lansing MI 45522-0001 Andre Woodard New Change

L (P | e ] [ o]

The next few steps provide instructions on modifying/updating existing address
information on the Addresses & Contacts page.

Step 2.20.1 Select View/Update link in the Update Addresses section for the address
you wish to modify/update. (The Payment Address is used in the example.)

I SIGMA Vendor Self Service wm et v TIELS 00 b o

Home | Help | Acceswble Meip | SiteMap | Prvacy Bepor | Logow

s | Attschments | W3 Forms

Principal Contact EFT Status Prevent New Procesaing Active From Active Te Pending Changes

Lawson M dewlodsle View Pengeg Chages
N
Na anaen?
1307
I Assign'Create Addresses & Contacts l View Pending Additions I
Upet
Address 10 Address Pending Changes
1901 Camal 51 Lansing M) 82822.0001 Viwipdste  Yiew Pending Changes
ADODR 2100 Windnor Ave. Lansing M1 423729001 Viewlipcate Viw Ponging Chances
Update Contacts

VSS transitions to the View/Update Available Address page.

Step 2.20.2 Modify the address as necessary. (The Street 1 Address will be changed to
2100 Canal St in the example.)
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warw e s [resRen 43617275 50338 00 wed e et hgin

Home tHelp | Accessibie Help Site Map Privacy Report Logout

Account Information JEATLECIRY B Catalog M Grant Oy Grant A

Commodities Business Types Service Areas Attachments | W8 Forms

Save | Delete I Cancel ]

» Address Information

Address 10 : |
*Street 1 : | 1901 Canal 5t
Street 2 :

*City : |Lansing

*StateProvince : | N W
*Zip/Postal Code 1 | 48922
Country : | United States of America w
County : o
"Phone : [cor a3 Ext
TETTR
DUNS

Extended DUNS

CAGE Code :

Step 2.20.3 Select Save to save change.

R{SIGMA Vendor Self Service raw michigas gov wvm ez £341,7-273 30358 00 bami o michigan Qov

Home | Help | AccessibleHelp | SueMap | Privacy Report | Logout

Account Information JELILETTRE O Catalog Grant Grant

Summary Business Info Addresses & Contacts | Commodities Business Types Service Areas Attachments

View/Update Available Address

S »se ancar bt » we
Snw.-j Delete I Cancel
« Address Information
Address 10 [
*street 1 : 2100 Canal 5t
Street 2
*City : |Lansing
*StateiProvince v
‘Zip/Postal Code
‘Country v
County v
*Phone
DUNS

Extended DUNS :

CAGE Code

* indcates 3 regured Sed
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VSS transitions to the Addresses & Contacts page and places a check mark in the
Pending Changes field. Updates to your account will be reflected after VSS has

completed its routine automated update cycle. The automated update cycle runs every
two (2) hours 8 AM to 5 PM EST State of Michigan business days.

B SIGMA Vendor Self Service wm mchan ey Prww st g 12225 90 e

sting Addreas & Contact Avsignments

Address 1D Address Type Address Principal Contaet EFT Ststus  Prevent Mew Processing Active Fram Active Te Pending Changes

[ Lansing W SBIIT0001 Liwaen Woodaed

Vewlpdale  View Pendeg Changes

Viawgdts  View Besding Changes

D06 2100 Windson Ave, Lansing. ML £2822.3001

LT | BT VO (TR

Step 2.21 Select the Users tab.

Step 2.22 Select the My Profile link on the left navigation panel to view your Account
Profile.

._ SIGMA Vendor Self Service www,michigan gov wew.michigan. govImicontractconnect 0 AB41,7-226- 50658 00.himi warw.michigan govimicontractconnect

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout

LT R GG Financial Transactions  Business O

Summary | Businessinfo |  Addresses & Contacts Commodities |

Business Types Service Areas |  Aftachments |  W-8 Forms

Account Users

UserID First Name Last Name Access Level Account Status

Lawsond! Lawson Wioodward Account Administrator  Active

| e ] T

VSS transitions to My Profile page.

Delete

|
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The My Profile page is used to view or modify your account for General Information,
Security Hint, Email Notification types, and Access Levels. Modify is used to make
edits/changes. The Password Reset is used to change your password.

| %4 SIGMA Vendor Self Service o michicn gov e mchigy 5417735 30558 DO bt e T e e
Home | Help | Accessible Help | SiteMap | Privacy Repont | Leogout
N
Account Information JRILELIEE] Catalog Grant O Grant

] Addresses & Contacts

My Profile

Sebect the Moddy buion beiow 1o update your war midrmaton

» General Information

« Security Hint

Security Gurstion © Weat 3 your trverte coigr”
L —

- Email Notifications

» Access Levels

Primary Access Level - Account

W
Optional Access Levels : Ce alctaton Rasponse Submit Response Query i information I I

Password Reset | | Moddy I

Step 2.23 Select the Account User link to navigate back to Account User page.

VSS displays the Account Users page.
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I ,_ SIG MA Vendor Self Service www. michigan gav www mac higan govimcontraciconnect 4541 7.225 50558 00 himd o michigan gov/miconiraciconmect

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout
L
| §

Ll o Financial Solicitation Catalog Grant Opp Grant

Summary | Businessinfo |  Addresses & Contacts m Commodites | BusinessTypes |  Service Areas |

Account Users

Account User

My Profie

Listed in

UseriD First Name Last Name Access Level Account Status
LawsonDl  Lawson Woodward Account Admanistralor  Active Viewhogdy Delele

A I | T3 |

Step 2.24 Select the Commodities tab.

The Commaodities page is used to add new Commaodity Items for which you are
interested in receiving solicitation notifications or delete existing commodities that you
provide.

HSIGMA Vendor Self Service wrw smic b ere e higan gow emconiractconect 0 4541715 E558 00 el e miconksciconnect

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout

B Account information WZLELH Business i Catalog Grant Grant

| Businessinfo | Addresses & Contacts Commodites Business Types | Service Areas | Attachments | W-8 Forms

Commodities

Here is the cumrent list of commodity codes/classes that descnbe the goods and sennces that your organization provides. You can
add new commodity’service codes by cicking the “Add llems™ button. To delele a commodity’service codes, dlick the "Delete” link
next to the record in the gnd that you wish 1o delete

Any request to add a new Commaodity thal 5 awaitng approval can be viewed by chcang the View Pending Adddions’ bution. Any
request 1o delete an exsting Commodity thal is awaiting approval is noted in the 'Pending Deletion’ column

Existing Commodities

Service Code p Fending

Fingesprinting Services

[Fimst | [Frev | [ ] [t ] Add tems | |

Step 2.25 Select the Business Types tab.
The Business Types page is used to add your Business Type to your Account.

Step 2.26 Select Add Items.
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K{SIGMA Vendor Self Service e michigun gov ASAL] T35 5055800 bl e michigen govimicoamciconnect

Home Help Accessible Help | Sits Map Privacy Repont Legout
| Lo

Account Information JELELH B L Catalog Grant

Summary | Businessinfo |  Addresses & Contacts | | Commodities Service Areas |  Attachments | W-8 Forms

Business Types

Here is the current kst of business types associaled with your organizahion. You can add new business types by chcking the “Add
ltems™ bution. To modify Business Type information click the “View/Update' link under the Existing Business Types Assignments
section next to the record you wish to update. To delete a business type, click the "Delete” link next to the record in the gnd that you
wish to delete

Any request to add a new Business Type that is awaitng approval can be wewed by clicking the "View Pending Additions’ button, Any
request to update an exisbing Business Type that is awaiting approval can be viewed by clicking the 'View Pending Changes' button

Existing Business Types
Type 1D Type No Cor Start Date End Date Minority Type Pending Changes

| | | | Add ltems

VSS transitions to the Business Type Choose page.
Step 2.27 Select Next to view Business Types options.
Step 2.28 Select your Business Type. (Example: Professional Service.)

Step 2.29 Select OK to continue.

ke
%{SIGMA Vendor Self Service a0 e 4417225 30550 — 99 pami o michinae ooy

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

Account Information JEILEGEE B Sol R Catalog M Grant Oy Grant A

Welcome, Lawson Summary | Businessinfo |  Addresses & Contacts | |  Commodities Business Types Service Areas | Aftachments | W-8 Forms

w Frequentty

Choose

Select one or more business types lo associate to your organization by clicking the checkbox next to the business types you want lo add To search for a specific Business
Type. enter a valid business type in the Business Type search field and click the Browse link Once your business type(s) have been selected, click the OK button to add
the selected records to the Business Types Enter/Update page where additional information can be entered for the selected business types Click the Cancel button to
cancel your changes and retum to the Business Types page

Browse Clear I

Business Type

Type ID Type
v PROF PROFESSIONAL SERVICE
RTLR RETAILER
sovo SERVICE DISABLED VETERAN OWNED
SMLB SMALL BUSINESS « 500 Employees
SRVC SERVICEMAINTEMANCE
VNTR VOLUNTEER
VTRN VETERAN OWNED
WHCA WHITE/CAUCASIAN OWNED
WHLS WHOLESALER
WHSP SHELTERED WORKSHOP

First I Prev I Next l Last ]

ﬂl Cancel |

VSS transitions to Enter/Update — Business Types page and displays your selected
Business Type.
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Step 2.30 Select Cancel to leave this page. Certification information is not required by
State of Michigan.

1 SIGMA Vendor Self Service b g o g vt S T 18 W o g ooy ionve

Sammary | Businessinfo | AddressesBComtacts |  Users | Commodities Butiness Types Service Areas | Afschments | W-8 Forms

Enter/Update - Business Types

Here you can enter or update Business Type information
Business Type ID  Business Type No Start Date End Date Mimority Type
. - g P
PROFESSIONAL SERVICE i} B [v

Save | Cancel I

VSS displays the View Pending Additions — Business Types page. Updates to your
account will be reflected after VSS has completed its routine automated update cycle.
The automated update cycle runs every two (2) hours 8 AM to 5 PM EST State of
Michigan business days. Updates/changes to vendor TIN or 1099 information is
updated after it has been reviewed and approved by State of Michigan Vendor
Customer Support Center.

Step 2.31 Select Back to return to the Business Types page.

% S|GM,‘J| Vendar Self Service srwm mchgan o ww mickigan govimicontraciooensctil 4541 7-215-50550— 0 mi W mechagin povimicontTaCtE TGt
Home | Help | Accessibletielp | SiteMap | Privacy Report | Logout

=N Account Information [EEELT=ERY Business Solicitation R Catalog M. Grant i Grant A

Welcome, Lawson Summary | DBusinessinfo | Addresses&Contacts | Users | Commodities Business Types Service Aress | Aftachments | W8 Forms

View Pending Additions - Business Types

Here are your new business types awaiting approval

Type ID i ion No ification Start Date Certi End Date Minority Type Status

PROF | w| Newi Change

ﬂ,e

VSS displays the Business Types page. Request to add new Business Type that is
awaiting automated approval can be viewed by selecting the View Pending Additions.
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Request to update an existing Business Type that is awaiting automated approval can
be viewed by clicking View Pending Changes. Training example reflects View
Pending Additions.

L SIGMA Vendor Self Service 0¥ e 2 894541 7-205 50438 00 Ml sww michigan govimicontractoonnect

Home | Help | Accessible Help | SiteMap | Privacy Report | Lonout

oy
K

Financial T i Busi 0 i Solicitation Catalog W Grant O Grant Ap

Account Information

Welcome, Lawson Summary | Businessinfo | Addresses&Contacts | Users | Commodities Service Areas |  Affachments |  W-8 Forms

Business Types

Here is the current list of business types associated with your organization. You can add new business types by clicking the "Add Items” button. To modify Business Type
information click the 'View/Update' link under the Existing Business Types Assignments section next to the record you wish to update. To delete a business type, click the
"Delete” link next to the record in the grid that you wish to delete

Any request to add a new Business Type that is awaiting approval can be viewed by clicking the 'View Pending Additions’ button. Any request to update an existing
Business Type that is awaiting approval can be viewed by clicking the View Pending Changes' button

Existing Business Types
B Type ID B Type Certifi No ication Start Date Cer ion End Date Minority Type Pending Changes

| | Add ltems | View Pending Additions

Once the Add Business Type request has been processed and approved, your account
Business Types page will update with your new Business Type. This is illustrated in
next screen shot example. (Example: PROF for Professional Service). Business Types
updates and deletions can be made from this page.

F{SIGMA Vendor Self Service £841 1975 0550 Mo o michaun govimcontckontedt
Home | Help | AccessibleHelp | SiteMap | Privecy Report | Logout
Ry
= Account Information LTI Busineas C Grant
Welcome, Lawson Summary | Businessinfo |  Addresses & Contacts C Business Types Service Areas | Aftschments | W.8 Forms

Uxssws  Business Types

Asked Oyestions

Items” button. To modify Business Type
date. To delele a business type, dick the

Here is the current list of l:ucmesﬂ,pes associated with your c.rgar.‘al on_ You can add new business types by clicking the “Ar
information click the View/Update' link undar the Existing Busin ypes Assignments section next 1o the record you wish to up
“Delete” fink next to the record in the grid that you wish to

eele

Any request to add a new Business Type that is awaiting approval can be viewed by clicking the View Pending Additions” button, Any request to update an existing
Business Type that is awaiting approval can be viewed by clicking the View Pending Changes’ button

Existing Busiress Types
B Type ID B Type Certi ion o Certification Start Date  Certification End Date  Minority Type Pending Changes

PROF PROFESSIONAL SERVICE Viewlipdale View Pending Changes Delels

| | I | Add items | View Pending Additions

Step 2.32 Select the Service Area tab.
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Service Areas page is used to add Service Areas to your profile. Service Areas page
lists State of Michigan counties for which you may provide goods or services
(commaodities). Service Areas also includes Statewide, Lower and Upper Peninsula.

Step 2.33 Select Add Items to see list of State of Michigan Service Areas.

$SIGMA Vendor Self Service s michigan ooy sarm michigan poviiricontrackconnect 4341 7275 50588 00 him .
Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout
|
f £ Account Information Wil ao | B [s! R Catalog Manag Grant Grant Appli
Welcome, Lawson Summary | Businessinfo |  Addresses & Contacts Commodities | Business Types Service Areas Attachments W-8 Forms

e breuenty Service Areas

Asked Questions

Here is the current list of Service Areas on file for your location. You can add new Service Areas by clicking the "Add ltems™ button. To delete a Service Area, click the
"Delete” link next to the record in the grid that you wish to delete

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

Existing Service Areas

Service Area Code Service Area Zone Pending Deletion

_l _l _J _l Add ltems

VSS displays the Service Areas Choose page.
Step 2.34 Select your Service Area.

Step 2.35 Select OK.

| EISIGMA Vendor Self Service gt 3617383 WAESH— 00 i pro
Home | Help | AccessibleHelp | SiteMap | Privacy Report | Legewt
r)"." {
Lt Account information JEEURSE Business i Catalog Grant Oy Grant
Welcome, Lawson Summary | Businessinfo | Addresses&Contacts | Uses | Commodities |  Business Types Service Areas Attachments
View Frequsnty
- Choose

Aped Queshony

Select one or more service area zones to associate 1o your organization by clicking the checkbox next to the service area zones you want 1o add To search for a specific
service area zone. enter a valid service area zone in the Service Area Zone search field and click the Browse button. Once your service area zones have been selected
click the OK button. Click the Cancel button to cancel your changes and return to the Service Areas page

Browse Clear I

Servae Area Zoce
Service Area Zone
Alcona County
Alger County
Alegan County
Alpena County
Antrm County
Arenac County
Baraga County
Barry County
Bay County

Benzie County

ﬂj Cnncell
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VSS displays the Service Area page.

Step 2.36 Select View Pending Additions to view pending additions.

1% SIGMA Vendor Self Service srarm michigan g 541722550558 00 hmd L T
Home | Help | Accessible Help | Site Map | Privacy Report | Logout
G
[ (g

= Account Information JRZLETTIRE i i iti itati Catalog Grant Opp it Grant

Summary ] Business Info I Addresses & Contacts | Users I Commodities | Business Types Service Areas Attachments | W-8Forms

Service Areas

Here is the current list of Service Areas on file for your location. You can add new Service Areas by clicking the "Add Items™ button. To delete a Service Area, click the
"Delete” link next to the record in the grid that you wish to delete

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

Existing Service Areas
Service Area Code Service Area Zone Pending Deletion

| | | | Add Items | View Pending Additions |

Similar to the Business Types update, VSS displays View Pending Additions — Service
Areas page that shows the Service Area you have selected to add to your vendor
record.

Step 2.37 Select Back to continue.

% SIGMA Vendor Self Service e 44172359553 00 hami s michigen govimicontractconnect
Home | Help | Accessible Help | Site Map | Privacy Report | Logout
i
Ju Account Information WAL Gt ] Catalog Grant O Grant
Welcome, Lawson Summary 1 Business Info | Addresses & Contacts I Users | Commodities Business Types Service Areas Attachments

i fameereesd View Pending Additions - Service Areas

Here are your new service areas awaiting approval

Service Area Code Service Area Zone Status

ﬂ]e

Alcona County Mew Change
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Step 2.38 Select the Attachments tab.

The Attachments page is used to Add new attachments to your vendor record or view
existing attachment. Attachment file size is limited to 6 MB per document.

HSIGMA Vendor Self Service wwn P ehan s P QevemueoatractconmactD 51,7 124-50558— 00 hemi e EEhin povicentattson et
Home | Help | Accessible Heip | SiteMap | Privacy Report | Logout
|
s Account Information WL L Rl 0 i Catalog Grant O L Grant A

Welcome, Lawson Business Info | Addresses & Contacts | Users | Commodities | Business Types ] Service Areas Attachments

Attachments

Here is the current list of Atachments that are associated with your organization. You can add new attachments by clicking the "Add tems” button
Any request to add a new Attachment that is awaiting approval can be viewed by clicking the View Pending Additions’ button
Existing Attachments

File Name Date UserID Attachment Type Description

| I | I Add ltems

Step 2.39 Select the W-8 Forms tab.

VSS displays the W-8 Forms tab.

¥(SIGMA Vendor Self Service ey g gor 45417 26 soss_gum =g povmcsencionses

Home | Help | AccessibleHelp | SiteMap | Privacy Repert | Logowt

Summary | Businessinfo | Addresses & Contacts Attachments. W-8 Forms

W-8 Forms

Here 15 the current list of W-8 Forms that are associated with your organization. You can add new W-8 Forms by chckang the ‘Add

you wish to update

Any request lo add a new W-8 Form that is awaiting approval can be viewed by clicking the View Pending Additions’ button. Any
request to update an existing W-8 Form that is awaiting approval can be reviewed by clicking the View Pending Changes’ button

Existing W-8 Forms
W-8 Form Type W-B Form Version Pending Changes

_| _l _| _l Add ltems

The W-8 Forms tab is used by Foreign Vendors. It will display existing W-8 Forms
associated with the foreign vendor account. This section is used to Add Items or
View/Update existing form information if available.

Refer to Section 7 — Register Foreign Vendor registration instructions if Foreign Vendor.
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Section 3: View Financial Transactions

Step 3.1 Select the Financial Transactions tab.

Review the Agreement Summary Search options displayed to search for, reference

and download your information.

Scheduled Payments

pedmen Agreement Summary Search

Sepes < Tosaach for agrmements wmter annd and chck the Search’ bumen

Agreemert Radults - To Ko Bgreament L g

Cruste imvoce Reguest

Cetain < Towe

Dowrices T

POF To Wi -

Refareace - Tovew tifeenced Bprsemans schaduied payment 3ad duturnement niammation for selected Pvsce Stk e Fafarence’ tution

Search for Agresments

%L{SIGMA Vendor Self Service ‘sroew meshigian ooy ‘mww mihsgan govimenireciiennest
Home | Help | Acceswible Help | Site Map | Privacy Report | Logout
oz
_‘r_‘.-‘ Fimancial Transactions

Create Invoice/Request

Agreecsent Type i Agreement Heia? - | Both v Transaetion Frem: 4/1/2014 a
. . T_J T Bolhv Tramsastion Te 1 . : D
Agrrement 1D - | Address ID o
Search I Clear I
Agreement Agreement TYracking Transaction NotTYo Exceed Agreement
Select  Type Remmment 1 Number Dats Amount Helg? Sttt

Details | Download | PDF | Reference |

Step 3.2 Select the drop-down list to see the options for Agreement Type. Examples:
Contracts, Delivery Orders, Master Agreements and Purchase Orders. Note: Grant

agreements will be listed as Contracts.
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ESIGMA Vendor Self Service s michegan gov sww mac g g e ont scteonne<tl 441 7730538 00 beml o Reshigen Qo TGS E et

Home | Help | Accessibletelp | SteMap | Prvacy Report | Logout

| =
e

Welcome, Radisson Scheduled Payments | CheckaEFTs |  Taxlnformation |  Invoices/Requests

Transaction Frem : 412014 D
]
i |

Transaction Te:

Agrovment 10| a— .|
Search | Clear I

A I T Not To Exceed A
— o Mumber Date Amount el Ribivien Helgy  lened?

(] e | (]

Create Invoice/Request I Details I Download [ PDF I Reference

Step 3.3 Select Purchase Order from the Agreement Type drop-down list.
Step 3.4 Select Search.
VSS displays Purchase Orders in the grid below.

The grid displays the Agreement Type, Department, Agreement ID, Transaction Date,
Not to Exceed Amount and more.
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7! SIGMA Vendor Self Service Ewwmchiaenge s michegan o A541,7.726 50658 00 saml. seww michigan govmicontractconnect
Home | Help | Accessible Help Site Map | Pnvacy Report | Logout
| o
J.-__.. Account information [ZLERTEIR(FTERT LA
Scheduled Payments | Checks/EFTs | Taxinformation |  Invoices/Requests
A
Agreement Held? 1| Both v Transaction From : 4/1/2014 B8
Closed?: | Bot
. Both v Transaction To © E
Agretment 10 [ B Address 1D Fra I
e Search | Clear I
Agreement Agreement Tracking Transaction NotTo Exceed Agreement
Select oo Department Mumber  Date Amount Held? Closea?
Purchase Order 171 020 OVE201T o000 43500 000 000 43500 No No
Purchase Order 171 170000000026 0IoL2017 0.00 43500 43500 000 000 No Yes
L0 | I8 |0 187 v

VSS returns results for Agreement Type selected. (Example: Purchase Order)
Step 3.5 Select the Purchase Order you wish to view.

Choose one of the options: Details, Download, PDF or Reference to see more
information on the Purchase Order.

Step 3.6 Select Details.

| ¥4 SIGMA Vendor Self Service o g 7225 5085800 i wemw michigan govimicontracts onnect

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

}_.’_ i Account information Rt Ri T

Catalog Manag Grant Grant

Scheduled Payments

1
PRI IS I AR J WL R

Checks/EFTs | Taxinformation |  Invoices/Requests

~
ceFequest butlon
@ Datads’ button
me POF bution
e voice. Chok the ‘Reference’ bution
Agreement Type ;| Purchase Order v Agroement Held? : | Both Transaction From 3 4/1/2014 e |
Department : :j Closed?: | Both v Transnction To : i
Agreement 1D : | Asdress 1D : ﬁ
Search I Clear I
Tracking T Not To Exceed
Select  ype ] Mumber  Date Amount § Held? Clozed?
Purchase Order 1 TOOOD000020 01042017 000 49500 0.00 0.00 49500 Mo Mo
o Purchase Ovder 171 170000000025 ooz T ooo '-IQSCO 49500 0.00 000 MNo Yes
A
Create Invoice/Request [ Details l Download ] PDF [ Reference [ |

VSS displays the Agreement Information page.
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Step 3.7 Select the vertical scroll bar on the right side of your screen to view more
details about your order.

¥ S[G}U’Q'AI'J.‘TF'-JU-' Self Service www michigen gov wirm e P ASAYT- 73550558 00 b e i hegen Jovmicontrsciconmect

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

Account Information Financial Transactions

Catalog Manag Grant Opp Grant

Scheduled Payments | Checks/EFTs | Tax Information | Invoices/Requests

8 Agreement Summary Search Agreement Inform
Agreement Information

ko

» Agreement ID

Agreement Type : Furchase Order

Agresment 1D : PO 1711

» Vendor/Grantee Information

VendoriGrantes Mame : Radsson Hotel Lansing Contact : Jus
Ay DEA

Address Code : A

Acdre

Contact Phane : 41

|~

Additional information displays for Shipping & Billing, Buyer’s Info and Commodity
Line/Grant Information.

The Ship To: Bill To and Additional Details links can be used to see more information on
your order.

Step 3.8 Select the Reference link to view payment information for your order.
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E{SIGMA vendor Self Service F T 2205000 - 0 el e ol acone

| CheckaEFTs

Quantity Unit Cost Service Line Ameunt Tatal Coxt
S00000 99000000 0o 49500

0 ShipTo BTy AcdSced Delwy

8. Fesorts, BedBreak

VSS displays the Referenced Payments by Agreements page.

The Checks/EFTs grid below displays information for: Invoice Number, Invoice Line
Number, Invoice Received Date, Check/EFT (Electronic File Transfer) Number,
Payment ID, Status, and Amount.

Step 3.9 Select the Details link to view more detail and use the Navigation links at the
top of the page to navigate back to Agreement Summary, Agreement Information and
Agreement References.
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%1 SIGMA Vendor Self Service e michigan aov o 4541722530550 00 i w mechean g

Home | Helw | Accesaibic Help | SiteMap Privacy Repor Loaout

oy
ad
{'- Account Information [ILELIEIREFT T Catalog Grant O Grant A
Scheduled Payments | Checka/EFTs | Tax Information | Invoices/Requests
View Freguently B aAgreement Summary Search Agreement Informabion > Agreement References

Agked Questions

Referenced Payments by Agreement @

3 ge Sapiays payret reguest 3nd doburpement idformation related B the agresment selected. Cick Detads 15 view 2 summary of related bansacson

« Agreement Information

Agresmant D - P

Encumbered Amou
Date - G1.043017

Scheduled Payment

Inveice Requeat Number Invoice Requent Line No, i Date tiD Status Scheduled Amount

Checks/EFTs @ ¢
Inveice: Number Inveice Ling No, i Date CheckEFT Number Payment 1D Status  Status Date  Amount

RADISTE3 1 1060003939 EFT 171 170000005014 Paid 49500 Delads

VSS displays the Check/EFT Information Details page.

Step 3.10 Select the vertical scroll bar on the right side of your screen to view more
details about your Check/EFT Information. (Vertical scroll bar is not shown on screen
shot below, but should appear on your screen.)

! SIGMA Vendor Self Service 017396 40543 00wl i oo ek ect
Home | Help | AccessibleHelp | Site Map | Privacy Report | Logoul
!-.- Account information  [ZGETCETRIELES 1S Caulog Grant Grant
g Scheduled Payments | Checks/EFTs | Tax Information | Invoices/Requests
Bl Agmement Surmacy Seari > Agreement Wiloemation > Agecment Rilirences. > CheckEFT Wlormation
Check/EFT Information
* L iz on the p
v Check/EFT Information )

Sutus : P

» Vendor/Grantee Information

Vendor Grantee Marne © Radksson Mot Lardesg Assignes Vendor Name ©
Alas DA Assignes Alus DEA
VendorGraniee Code : Assignee Vendor Code

Vendor Grantes Address : Assignes Address :
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Step 3.11 Select the Scheduled Payments tab.

The VSS Scheduled Payments tab is used to view scheduled payment information for
invoices and funding requests. Refer to the View Frequently Asked Questions link on
the left navigation panel for more information on Scheduled Payments functionality.

Step 3.12 Select Search to view all Scheduled Payments, if any, or enter specific
search criteria in the fields shown. (Example: Invoice/Request Number, Address ID,
Department, Payment Scheduled From, Payment Scheduled To, Payment Status fields.

¥4 SIGMA Vendor Self Service gov govi 0. 4541,7-725 50553 00.himi worw.michigan gov/micontraciconnect

Home | Help | AccessibleHelp | SiteMap | Privacy Refiort | Logous

Account information

Welcome, Radisson Agreements Checks/EFTs ] Tax Information ] Invoices/Requests

ImvoiceRequest Number - Payment Scheduled From : | 4/1/2014 D
Address 1D : Fnd Payment Scheduled To : Cj
Department j Payment Status : W
Search I Clear I

Select  Invoice/Request Number Received Date Department Payment RequestID Payment Status Scheduled Amount

Detailsl Download | Reference

Step 3.13 Select the Checks/EFTs tab.

VSS displays the Checks/EFTs Summary Search page.
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P4 SIGMA Vendor Self Service s hagan go s i hegan gou 4541,7.226 5055800 el R s g

Home | Help | Accessible Help | SiteMap | Privacy Repont | Logout

& o
e
ph Account Information [ZTERIETRERESERA

Welcome, Radisson |  Scheduled Payments Checks/EFTs TaxInformation |  Invoices/Requests

POF

References

Downioad

Search for Chacks EF TS

CheckEFT Number : Payment From: | 4/1/2014 s
CheckEFT Status w Payment To: | i
Search | Clear |
Select Status Date ChecKEFT Number PaymentiD Check/EFT Status Amount

Details ] Download | POF | Reference ]

This page is used to search for Checks/EFTs information by Check/EFT Number,
Check/EFT Status, Payment From and Payment To Date range.

Step 3.14 Select Search to view all Check/EFTs information or enter specific search
criteria in the Check/EFT Number, Check/EFT Status, Payment From and/or Payment
To fields.

VSS displays Checks/EFTs information on the grid below.
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¥4 SIGMA Vendor Self Service s michigan. go wawmichigan gor A541,7.225 5055800 nomd

‘wrwrw. michigan govimicontraciconnect

Home | Help | Accessible Help | SiteMap | Privacy Report | Legout

J A
f_:: : Account Information LU SEIRIFTEET=INT TS [+] Ri Catalog Grant ¢ Grant A
Welcome, Radisson 1 Scheduled Payments Checks/EFTs Tax Information | Invoices/Requests

LoecksBF T3 Ling Search

POF Save of Print a POF version of an payment payment and ciick the PDF bution
Referances - referenced agreement and scheduled payment mformaton for selscted Payment.

the Feference’ bution
Dewnioad To download the search results 1o 3 CSV Se. click he Downioad bution

Search for ChecksEFTs

Check EFT Number : Payment From : | 4/1/2014

= |
Check/EFT Status : ~ (i

Paymment To :
Search | Clear |

CheckEFT Number Payment ID CheckEFT Status Amount

1180004321 EFT 171 170000005338 Paid 912.00

01132017 1060003939 EFT 171 170000005014 Paid

Details | Download | PDF | Reference |

Step 3.15 Select the Check/EFT you wish to view.

Step 3.16 Select Reference.

| % SIGMA Vendor Self Service e, i

OABAYT 275 BOEE8- . 00, harmd b

Qov mcentrartconnect

Homa | Help | AccessibleHelp | SiteMap | Prvacy Report | Leogout

Account Information Financial Transactions

| Scheduled Payments

Checks/EFTs

Check/EFT Summary Search

Tax information

Invoices/Requests

CreckuEFTs Line Seaech

FOF
Ruferences

scheduled payment Infrmasion for

and

Orardosd e, click the Download bution
Search for ChecksEF Ts
Check EFT Nurmber : ) oo i)
CheckEFT Status : ¥ M

Paymont To :
Search | Clear |

Select  Status Date CheckEFT Number Payment 1D Check/EFT Status Amount

017202017 1150004321 EFT 171 170000005338 Pasd 91200
9 - 01132017 1060003939 EFT 171 170000005014 Paid 435.00

| [Hext][Last]

Details [ Download I PDF I Reference I

VSS displays the Referenced Agreements by Check/EFT page. This page displays
agreement (purchase order) information related to the Check/EFT selected.

Step 3.17 Select View Details to view detailed information related to the Check/EFT.
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L SIGMA Vendor Self Service

www.machagan gov

Qo¥: 45417726 50658 . 00 Mmi

www michagEn gow

) Home | Help | AccessibleHelp | Site Map Privacy Report Logout
| L
{:,_ Account information [ZRERLEIRIERESTS L Catalog Grant O Grant
Welcome, Radisson Agreements |  Scheduled Payments Checks/EFTs Tax information |  Invoices/Requests
= c Ts Summary Searc
Referenced Agreements by CheckaFT
Sea
» Check/EFT Details
CheckEFT Nusmber :
Paymenit ID ¢
CheckEF T Amount ;
CheckEFT Date : 01037017
Agresment
Agreement 1D Tracking Number men_nm um_m_ﬁsmﬁ_ammm Encumbered Ez,mﬂ.ﬂ .Bﬂuﬂ Outstanding &Sﬁmﬂlt_ﬂﬂ_th Closed?
+ PO 171 17 0026 110472017 435.00 00 Q00 N Yes Detalls

[ i)

Step 3.18 Select the vertical scroll bar on the right side of your screen to see more
details about the disbursement. (Vertical scroll bar not shown in screen shot below, but
should appear on your screen.)

The Payment Allocation by Line section displays information for Department, Invoice
Number, Payment and Net Payment Line Amounts. (Reminder: The Additional Details
link can be used to view information on referenced items and date by Line Detail.)

% SIGMA Vendor Self Service

weww s hagan go weww. mic igan g A541,7. 27550558 50 hirmi www michigan gov micontractoonnect
Home | Help | Accessible Help | SiteMap | Privacy Report | Logout
r.‘l* M
f_‘—- ) Account information [ZLELEEIRIFTEETELEY Opp Catalog Grant Grant
Weicome, Radisson Agresments 1 Scheduled Payments Checks/EFTs Tax Information 1 Invoices/Requests
» Vendor/Grantee Information
. e VendorGrantes Mame : R ot Larsing Assignee Vendor Name
s— AliasDEA Assignes AliasDBA
VendorGrantee Code : VS Assignee Vendor Code
VendorGrantes Address Assignes Adcress >
g. M & 1350
« Total Payment Allocation
Payment : 435 Intercepted : 0.00
Duscou Daotault Intercept Foe : j 00
Penal Supplementary intercept Fee :
Iritere:
Backup Withhoddi
Contract Withhodding
Retsined : 000
Payment Allocation by Ling
Department MNo. F Line Mot Ling
Technology, Management and Budge! RAD157T83 495.00 Additional Details

Step 3.19 Select the Checks/EFT Summary Search link at the top of the page.
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A SIGMA Vendor Self Service gon. g A541,7.225- 50558 0. Ml

www michigan ovimicontractcoanect

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

Account information Financial Transactions

Agresments

| Scheduled Payments

Checks/EF TS Tax information

| Invoices/Requests

B ch FTs Summary Search

Reféféﬁced Ag-feefnéf-\'t-; by .C'ﬁé'c"kf'EFT

CoachaEFTs Line Saiech

« Check/EFT Details

ChChEFT Nurmibes + 105000
Payment 10 : €
CheciEF T Amount : &
CheckEFT Date : 01103201

Agresment
Agreement ID Tracking Number Transaction Date Mot to Exceed Amount Held? Closed?
PO 171 170000000026 0102017 48500 435.00 49500 000 000 Mo Yes Dt

VSS returns to the Checks/EFT Summary Search page.

Step 3.20 Select PDF to download the remittance information related to the check you
have selected.

| EISIGMA Vendor Self Service o smichigen.gov. g AT 26 SAE0S— 00 b

Home | Help | AccessibleHelp | SiteMap | Privacy Repon | Logeut

= Account information [ZLETICEIRIETERTLLLES

Catalog Grant ¢ Grant A

Agreements

| Scheduled Payments

Checks/EFTs Tax Information 1 Invoices/Requests

Check/EFT Summary Search

Resuts
Chacks/EFTs Lis Segrch Detats
POF
Raferences
Downinad ‘o downi s o a C5V fe. click the ‘Download bution

Soarch lor Chacks EFTs

Chech/EFT Number : Payment From : | 4/1/2014 51
CheckEFT Status : b Payment To - /|
Search | Clear |
Seloct Status Date CheckEFT Number Payment ID CheckEFT Status Amount

01202017 1150004321 EFT 171 170000005338 Paid 912 00
il 01132017 1060003939 EFT 171 170000005014 Paid 455,00

Details Oownloadi PDF 1 Refnmnca]

aits

VSS downloads the Remittance Advice form.

The Remittance Advice forms displays Check/EFT Number, Check/EFT Date,
Check/EFT Number, Vendor Code, and more.
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Notice: This is not an official check or

EFT notification. It may not be nsed as STATE OF MICHIGAN Check EFT Mo: 140003930
a substitute for the original document REMITTANCE ADVICE Check EFT Date: 192017
received.
Vendor Code: V5000301 Docmment D% EFT 171 170000005014
Vendor Mame: Badizsson Hotel Lansimg CheckEFT Amount: 495 {0
AliasDBA: Amount inchades freighs and ‘or is net of discoumt
Aszimee Name:
Aszignee Aliss TBA:
Technolozy, Manazement and RADISTES 40300 495,00 PO Check Description
Budgst

Step 3.21 Select the Tax Information tab.

VSS displays Tax Information Search page. Tax Information page is used to search for
Tax Forms previously issued to you.

#{SIGMA Vendor Self Service worn wiew michigan gov! 0A544,7.225 50558 . 00 bimi S

Home | Help | AccessibleHelp | SteMap | Privacy Report | Legout
A

e

Account Information [EZUELISEIRIERERT LD

Welcome, Radisson Agreements |  Scheduled Payments

|  Checks/EFTs Tax Information Invoices/Requests

Tax Information Search

Calendar Year :
Search I Clear |

Calendar Year Tax Type 1099-5 Form Number Payer Name Tax y Pay Tax Forms

Step 3.22 Enter Tax Year in the Calendar Year field.

Step 3.23 Select Search.

VSS displays Calendar Year tax information on the grid shown below.
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K SIGMA Vendor Self Service W michigan. gov. www.michigan goviimicoatraciconnect® 45417225 0658 00 niml werw. michagan gov/micoatractconnect

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout

')_r'- . T BTRUN Financial Transactions PP p Catalog Grant Opp Grant

Welcome, Radisson Agreements | Scheduled Payments |  Checks/EFTs Tax Information Invoices/Requests

Tax Information Search

Calendar Year: | 2017

Search I Clear |
+ Calendar Year Tax Type 1099-S Form Number Payer Name Amount Tax Summary Payments Tax Forms
2017 1099-MISC State of Michigan Office of Financial Mgmt 90100 View View EDF

J[Prev ] [next [ Last ]

Step 3.24 Select the Invoices/Requests tab.

VSS displays the Invoices/Request Summary Search page. Similar to Checks/EFTS
tab and functionality, vendors use the Invoices/Requests tab to search for existing
invoices or create new invoices that will reference an agreement (contract) or purchase
order.

Note: Create Invoice/Request functionality can also be accessed from the Agreements
Tab as shown in the screen shot below:

The next few steps cover instructions on how to “Create Invoice for Grant Funding
Request (GFR)” for Grants users (grantees).

There are four steps for completing an invoice (GFR):

e Header Information

e Line Information

e Comments/Attachments

e Funding Request Summary

Step 3.25 Select Search to search for Agreement Types equal Contracts.

VSS returns results for Contracts.
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Financial Transactions

Checks/EFTs Tax Information

Agreements Scheduled Payments.

I | | Invoices/Requests

Search for Agreements

Agresment Type : ~ Agreement Held? : | Both v Transaction From:/5/172014 B3
Department : [ ﬁ Closed? : | Both v| T Ty [
Agrosment 1D : I Address ID : Find
Search | Clear I
T ™ pepartment eSO N rount | Encumbered Expended Retained Outstanding  noet™®™ ciosear
Contract 51 170000000008 D&ou2017 000 7.000.00 D00 000 1200000 No No
Contract 51 170000000070 05012017 000 5,000.00 0.00 000 999300 No No
Contract ™ 170000000062 4202017 0.00 0.00 0.00 000 15.000.00 No No
Contract 751 170000000038 000 25.250.00 1.250.00 0.00 2400000 No No
Contract 751 170000000014 000 11,250 00 000 151498875000 No No
Contract 5 170000000006 0.00 0.00 0.00 15,000.00 No No

| [Brev ] [Next J[ Lant ]

Create Invoice/Request | Details ] Download ] PDF I Reference ]

Step 3.26 Select (check mark) the Contract for wish you will create an invoice/request.

Step 3.27 Select Create Invoice/Request.

Account Information [ZUSLATRTRIp DERT RS

Agresments Checks/EFTs Tax Information

Scheduled Payments | | |

Invoices/Requests

| View All Details | Submit Question |

Agreement Summary Search

Search for Agreements

Agresment Type : ~ Agresment Held? : | Both Transaction From :/5/1,2014 £

Department : j Closed? : | Both W ; i)

Agreement 10 : [ i Address 10 : Font l
Search I Clear I

Select iﬁm"“ Devertupeyis RIOment TeURg Tranamctim Na¥e Seeed ded poes Closed?
Contract 751 170000000008 050112017 000 7,000.00 0.00 0.00 1200000 No No
Contract 751 170000000070 050112017 0.00 5,000.00 0.00 0.00 999900 No No
Contract 000 000 000 000 1500000 No No
oy Contract 75 170000000038 0411012017 0.00 2525000  1250.00 0.00 2400000 No No
Contract 751 03302 000 15.000,00000  11.250.00 0.00 No
Contract 751 170000000005 037202017 000 15,000.00 0.00 0.00 No
| | | |
Create Invoice/Request | Details I D load | ﬂl Ref: ]
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VSS transitions to Header Information tab.

Step 3.28 Enter Total Amount requested in the Total Amount field. (Example: 1000 for
$1000.00)

Step 3.29 Select Go to Next Step.

| Account Information ISR IE UL

1 Hoacer information [ILZ.L B & 3 funcing Request summary

Cancel Reques! Go To Newa Siep

Grantes Mame : Kendall Roces Grantee Request Number :  GFRAD0000M

Agreement 1D : 17004 035 Total Amount; 1
Total Request Date : 05022017
= Payment Address Information
Address iD: - Find
Streat 1 : 201 N Washington Sq
Street 2:
City : Lansing
State/Province : M
Zip Code © 4539331321
Country : US

w Contact Information

ComtactID: - Fine
Contact Name : Kesly Parker
Contact Phone : 123456759
Contact Phone Ext. ©
Contact Email :

Cancel Request | | Go To Next Slep

VSS transitions to Component Information tab.

Step 3.30 Select the Line Number (Line No) in Component Information tab.
Step 3.31 Enter Amount in the Amount field. (Example: 1000 for $1000.00)
Comments are optional.

If there are multiple components they will show up within this section. Once the Line No
(number) is chosen, the amount field will be open to add the amount requested. The
current amount remaining will default into this field. If not requesting the full amount
remaining, remove the amount and enter in the correct amount. If Budget type
categories (sometimes used in grants functionality) are used, choose the drop down to
include each amount requested by category. If category is blank there is no specific
budget category defined. If another line is needed for another category select Add Line
and continue. There are options to add/delete lines as you need them. Note: may
receive warning message related to funding request if the amounts do not match or the
request is not for the full amount remaining. These are warnings only.

Step 3.32 Select Go to Next Step button.
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VSS transitions to Comments/Attachments tab.

Account Information [ZLEL SRR REETS T Opp Cataleg Grant Grant
Agreements Scheduled Payments | Checks/EFTs | Taxinformation |  Invoices/Requests
ﬂ Header Information ﬂ Comments & Attachments ﬂ Funding Request Summary
Add Line |  Delete Line | | Select Al Lines | | UnSelect All Lines |  Cancel Request | | Previous | | Go To Next Step
Line No Description Information for New Request Information From Agreement Comments (Optional)
Period From :
osu2m? a8
Period To : . m Grant Start Period : 0 7 .
MAEAP Technical Assistance 04302018 = esting
5 Non-bsatch Grant End Period |
1 g P
Amcunt : 1000 Component Amount: 525 25000
Category: | v [Ref Comp Number: 1
Remaining Amount: &
Add Line Dedete Line Sedect All Lines UnSalect All Lines. Cancel Request Previous Go To Next Step

Step 3.33 Select Attach Files. Most requests will require additional documentation
which should be attached here.

| Account Information Financial Transactions

Agresments Scheduled Payments ]

Checks/EFTs ] Tax Information 1

Invoices/Requests

fou have 1 messages
| Waming - Amount in Information for New Grant Funding Request does not malch Amount for same line in Information from Agreemsent
View Al Detads Submit Question

e B e

Attach Your Files (Optional)
t want 1

If you have files that

chyoe s pan of your click the ‘Attach Files' bution

Anach Fies/
Manage Your A ts
The foliowing attachments are currently part of your response. 1 you need 1o delete an attachment. click the delete bution(F5) next to the Rem you wish to delste

File Name Date UseriD Proprietary Flag

oh
Comments -

Cancel Request | - Previous | | Go To Next Step

Step 3.34 Select files to attach by selecting Browse and Attach Files. Files attached will

display within Comments & Attachment section when added (see screenshot in Step
3.35.)

VSS displays Add Files page.
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| Account Information [ELELNERICLESELER Business Opportunities  Solicitation Responses  Catalog Management  Grant Opportunities  Grant Applications

Agreements Scheduled Payments | Checks/EFTs |  Tax Information

Add files

Invoices/Requests

Use this page to add attachments to your request Click ‘Browse' to select a file

| Browse.. |7 [Standard v

b ?:i Browse ‘ Standard Vv
Flle 3 i Browse. e [Standard Vv
gl Browse... | [Standard v

File 5-] Browse Tiee - | Standard v

+ Attach Files | Cancel |

Step 3.35 Enter additional comments for the overall request in the Comments section.
(Comments are limited to 60 characters.)

Step 3.36 Select Go To Next Step.

Account Information [ZUFTIRIRIELES T pp Catalog Grant
Agreements Scheduled Payments 1 Checks/EFTs | Tax Information 1 Invoices/Requests
B Cre——
iles (Optional)
5 that you want 1o include as par of your request. cick the ‘Aftach Fiies” bufion

Manage Your Attachments
The following attachments. are cummently par of your response If you need 1o delele an aflachment, cick the delele bulion(36) next o the flem you wish 1o delete
File Name Date User ID Proprietary Flag

8t I g i VES gocx 2T UATTesting Standard

b
Comments : See attached files for required

<~

Canced Request | | Prévious | | Go To Nex Siep

VSS transitions to Funding Request Summary tab.
Step 3.37 Review Funding Request Summary information.

Step 3.38 Select Submit. (Optionally, select Cancel Request to cancel or select
Previous to go back to prior sections for updating information.)
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Account information [ZLEREETRIFLERE T

Agresments Tax Information

I

DD Do

b

InvoicesRequests

Cancel Reguest Previous
W Header Information

Grantee Name : ¥

iodes Grantee request Number @ GFR40000000000000017
8 Request Date : 050272
Total Request Amount © 1000 00 Comments : See atiached fles for required documentation

¥ Payment Address Information
Street 1 © 201 N Washington Sq
Street 2:
City : Lansing
State/Province :
Zip Code : 48533132
Country : US

W Contact Information
Contact Name : Keity Parke
Contact Phone © 1234557450
Contact Phone Ext :
Contact Email :

Component Line Description Quantity Unit Unit Amount Period From Period To Amount Category Remaining Amount Comments (Optional)
1 MAEAP Technical Assistance Non-Aatch OST12017 4302018 $1,00000 v S000  Testing
File Name Proprietary Flag

Testing fof VS5 docx Stancard

Cancei Request | | Previcus | | Subm Request e

VSS transitions to Thank You! page.

The Thank You! page displays additional information on how to check status of your
request.

Account Information [ZLFLEHRIATESIEE Business Opportunities  Solicitation Responses  Catalog Management  Grant Opportunities  Grant Applications

Agreements Scheduled Payments | Checks/EFTs |  Tax Information

Thank You!

| Invoices/Requests

Close I Print |

Use the Print to print a copy of your Grant Funding Request.

Similarly, the same steps used to create Grant Funding Request are followed to create
an invoice for an open purchase order.

Step 3.39 Select Search to search for existing purchase order for which you would like
to create invoice.
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VSS displays list of purchase orders as shown below.
Step 3.40 Place a check mark by the purchase order line.

Step 3.41 Select Create Invoice/Request.

Repeat the steps 3.28 — 3.38 to complete and submit the invoice. If you need
assistance with this process, please contact the SIGMA Help Desk.

K{SIGMA Vendor Self Service g0 P 7,225 50555 o0 it

W g O T ST B ORI

Home | Help | AccessibleHelp | SieMap | Privacy Repon | Logout

¥

Account information 2SN TRIpLESISLUEY

Welcome, Snow Scheduled Payments

Checks/EFTs

|

Tax Information

Invoices/Requests

20N
Search for Agresrrents
Agreement Type : v Agreement Held? ;| Both v Transaction From ! 5/1/20 =
F— j Closed? : | Both v T tion To i |
Agresement ,0.| Addvess 1D 2 Find I
+ Searchl Clearl
Agreement Agreement Tracking Transaction Mot To Exceed Agreement
Select Department Encumbered sended Retained OQutstanding Closed?
Type 10 Number Date Amount = Exp Held?
+ v Purchase Order 171 170000000218 05022017 100,000.0¢ 5679000 0.00 579000 No N
Master Agreement 171 170000000007 04062017 1,000,000.00 0.00 0.00 000 100000000 Mo No

é Create Invoice/Request | Details | D i | POF | Reference | ¥
<

The next few steps cover Search for Existing Invoices.

Step 3.42 Select Invoices/Requests tab.

Step 3.43 Select Search to search for existing invoices.
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#(SIGMA Vendor Self Service cmgon g 541222555500t g v mcmacconec

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

Financial Transactions

| Scheduled Payments

1 Checks/EFTs | Tax Information Invoices/Requests

Invoice/Request Summary Search

Search To search for eroices and tunding feques
Sewrch Resuly

of yOur BC00UNT @nter SAANC Crleria and chck The ‘Search” bution

Craate InvoioaRequest - To creal ™ & n e Create FwocsReguest bulSon 1o navigate to e Agreement Summary Search page
D . B

Downicad

POF cord and chck the POF button

Fesferenca ration for e selected recond. chok the Feference bufion

Search for invoices Requests

Invoice Request Number : Fulty Paid?: No Vv InvoiceRequest From : | 4/1/2014 8
Totet Amoon Aunionas D). '_"’I InvosceRequest To © B
InvoiceRequest Status @ v
Agreement D :

Search | Clearl

Select  Invoice/Request Number Record Date Total Amount Inveoice/Request Status Total By Status Tramsaction |D Scheduled Paid Amount FEully Paid?

J(Peev ] [hext ][ Tast]

Create Invoice/Request Details Duwnloadl FDFl Reference

Step 3.44 Select the Invoice line you wish to view.

Step 3.45 Select Reference.

1 SIGMA Vendor Self Service o michigan gov. 4541,7.225 50558 00 bl s mchigen goy mrantsctcoanect

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

Account Information [ZUEL=EIRIFLESI 00 Catalen Grant Grant

1 Scheduled Payments | Checks/EFTs ] Tax information

Search Fvones and ndng THgUesSs o OUr SCCOUNL #RSF SEANCH CTINNA Bnd CBCK e Searc tulton
Search Resuts

e Dowriosd tuton
of @n invoics of neg.
Reference W el HCHOOUE Dy T S0 AebUr S

t. selact the r

d @t ciick the FOF button

lormation for e Seleciid record. cick M Felerence tusion

Search for invoices Requests

volcFequest Number Fully Paid?: | MO W InvosceRequest From : | 4/ 120114 o
Total Amount Address i i invoue Request To =<
InvouceRequest Status ~
Agresment ID
Search I Clear |
Select  InvoiceRequest Number Record Date Total Amount Invoice/Request Status Total By Status Transaction 1D Scheduled Paid Amount Fully Paid?
9 ~ TF: 83 01042017 $435.00 Penaing Approval $49500 INVSS 171 170000000003 5000 No

Create Invoice/Request Details | Download’ PDF I Rsfnrencel

VSS displays Referenced Transactions by Invoice/Request page.

Step 3.46 Select Details.
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B SIGMA Vendor Self Service [RAp——p— W i higan povimicontracieonnRectl ASI1, 1705 S055E D i e michigan ovimicontiseteonnect
Home Help Atsersibie Help Site Map | Prvacy Report | Legoul

Account Information  [IIZEELEETR LRSS G

Catalog Grant Grant

Scheduled Payments | Checks/EFTs |  Tax information Invoices/Requests
B invoice Summary Search > Referenced Transactions by Invoice/Regquest A
Referenced Transactions by Invoice/Request

Wtads - To view mone detais Sbout 3 rantacton. select 3 Wantaction and cick Detals” Inik nind 1o e desired fantacion

» Transaction Information

Teanasction D : S 1
invorce Request Numbes
Tokal Amount : 5435 00

Agreement
Agreement 1D Tracking Number Transaction Date Mot to Exceed q Held? Closed?

;-]':I_)_;j_l 0104z 435 00 45500 000 43500 No 0 Letaits

Scheduled Payment

VSS displays more detailed information about the invoice selected.
Step 3.47 Select the vertical scroll bar on the right side of your screen to see more
information, including Commaodity information.
Step 3.48 Select the PDF link in the Agreement ID area of the page.
B SIGMA vendor Self Service et macPrgar g v Pugan (e R AT RN SANACLS ASY,T TS OSSR 00 hml. e it hagan o micoRnACiE canect
- Home | Help | Accessibie Help | SiteMap | Privacy Report | Legout
Ir Account Information [ FLEFRIFTEETLTS o Catalog G Grant
Welcome, Radisson Agreements ] Scheduled Payments | Checks/EFTs | Tax Information Invoices/Requests
= Invoice Summary Search Referenced Transactions by Invoice/Request Agreement Informatio =
Agreement Information
« Agreement ID
—
» Vendor/Grantee Information
i Contcns 517

VSS displays a PDF version of the Notice of Award Final.
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Motice: This is not an official contract docoment. It may not

- G STATE OF MICHIGAN
be nsed as a replacement for the original award. NOTICE OF AWARD

FINAL

Vendor: V0000501 Buyer Information:
Vendor Mame: Radisson Hotel Lansing Mame:
AliasDBA: Phome Mumber:
Contact: Justin Radisson Email:
Comtsct Phone: 517-437-6644 Tezuing Oiffice:
111 N Grand Ave Mame: Dept #% Procmement Buyer
Suite 777

Fhone Mumber: 2813308004
Lansing, MI48033-1360 Email: mavis hassigicg.com
Dooumen: Descripon: TFS 15780

Modification Fesson:

Original Start:

Revised Start:

Origina] Amome $405.00
Bevised Ammmt $405.00

LINE INFORMATION
COMMODITY LINETYPE COMMODITY COMMODITY LINE  QTY UNIT DISCOUNT%s  LINE UNIT AMOUNT SERVICE SERVICE END LINE TOTAL AMOUNT
L DESCRIPTION ARTDATE DATE
Item 97130 Hotel Mol 5.00000 DAY 90.00 485,00
Accommodstions (Tncl.
Lodges, Resorts, Bed
Break

Step 3.49 Select EXxit to close the Notice of Award Final PDF.
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Section 4: View Business Opportunities/Solicitations

Step 4.1 Select the Business Opportunities tab.

[ SIGMA vendor Self Service 241 e fe LS
— Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout
¥4
o Financial G Grant.
Welcome, Lawson Sobcations
View Freguenty Search for Solicitations
Asked Questions
+ Show Me ... ax My C Opan Closing Soon Hecently Publivhed Recent Amsndments Recent intents Becent Awards
Keyword Search Gd Adweced Sesrch
Haxt | Last |
Salictation Des DeptBuyee/Category Solicitation Type Dates Statuy
Testing e NIAT Technology, Management and Budget Published On . 4517 Open
NIAY - 471 - 1700000000000000003 HIMBERLY DAVIS Amardesd On
Closing On :  T/81T 11.55 PM EOT
e - Frearma b Amms
= 4 Time Left: ) Days, 09:01.23
Insert Fosted On
State of Machigan RFQ lor musgle Sems Technology, Management and Budget Published On = 41317 Open
RFG - 171 - 170000000028 ARLENE WITTENBERG Amenged On
[Dem) Construction Clesing On :  LE7AT 7:55 AM EDT
— Time Left: 13 Days, 165723
Intert Posted On
feat Technology, Mansgement and Budget Published On = 4717 Open
RFQ - 171- 170000000025 CHENOA REYES Pty
e Closing On :  &115/17 7:55 AM EDT
. Time Left: 5 Days, 16:57:23
Intent Posted On
& adt sacial 8 Technalogy, Management and Budget Publshed On = 22717 Awarded
RFP - 171 - 170000000024 WELSEY DROSTE Amerded On
- Closing On : 22717 11:00 AM EST
Bmary e Time Left; Espired
Copyrgm & 3001 I8 CO) Tecrecopme 100 Sonson e AL RGNS RS LN 2 P soteaen B Ruted 1 O3 TecRacoped 3ng STREees nT BCAPAE Brtement OO0 ASFIIGE § 8 0 AN FROMTAM 3f CO1 TACRNORG I SoAsoey ing

A summary of all Solicitations can be found by selecting the Solicitations sub-tab under
the Business Opportunities tab. This list contains all Solicitations. From here, you can
view summary and detailed information about the Solicitations. You can refine your
search for solicitations by selecting one of the following quick links:

e All Solicitations - View all solicitations in the system. This is the default view.

¢ My Commodities - View solicitations only for your registered commodities.

e Open Solicitations - View solicitations with the solicitation status of Open.

¢ Closing Soon - View solicitations that are closing within the next 10 days.

e Recently Published - View solicitations that have been published within the past
7 days.

¢ Recent Amendments - View solicitations that have been amended within the past
14 days.

e Recent Intents - View solicitations that have Intent to Award created for them in
the past 14 days
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e Recent Awards - View all solicitations that have been awarded in the past 14
days.

Step 4.2 Select the Advanced Search link.

Adanced Search

% SIGMA Vendor Self Service EE T e

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

Solicitations

Search for Sobcitations
Show Me ... aus MrC +  Opend Cloying Svon  Becenty Publshed  Besent Amendments tents  BecentAwards
Keyword Search Gd Aduanced Sasch

Solizitation Dos O Typs Datey Statwy

e Technology. Management and Budget Futished On - &
KIMBERLY DAVIS Amended 08

Frearms & Ameng

State of Micrigan RFQ for multiple sems Technology, Management 3nd Budge!

ARLENE WITTENBERG
7.55 AM EDT

Technology. Management and Budget
CHENOA REYES

Technelogy, Management and Budge! Awarded

KELSEY DROSTE

omman| Dt

oft Expued
Copymget 2001 ST O0H THResoge 560 Bokoons NS AL RGN RESATd LB o TN BSRNMME I Bttt 19 001 THCARODGES 302 BOLSCRs mC ICHRLE BTt CO!ASVERIIZE 1 0 FIGUIRTR FUSKRINL of 051 TRCEncopet Mg Baatons

You can refine your solicitation searches by using the Advanced Search link on the
Search for Solicitations page. Selecting the Advanced Search link allows you to narrow
your search using the following search criteria:

e Keyword Search - Narrow the search using a term in the text field. The Keyword
Search scans the Solicitation Number, Solicitation Description, Department,
Commodity Description, and Buyer Name for the keyword.

e Status - Narrow the search by selecting a solicitation status from the drop-down
menu to display solicitations with the selected status.

e Type - Narrow the search by selecting a value from the drop-down menu to
display solicitations with the selected type.

e Category - Narrow the search by selecting a category from the drop-down menu
to display solicitations with the selected Solicitation Category.

Step 4.3 Enter your information in the Advanced Search fields.

Step 4.4 Select Go to search.
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Home | Heip | Accessible Help | SiteMap | Privacy Report | Logowut

Financial C Grant

Welcome, Lawson Solctatons

Search for Solicitations

requently
Aaked Cuegbors
Show Me ... au My C Open Closing Soon Recently Published  RecentA Recentintents  Recent Awards
Keyword Sesrch Gd Cioas Advanced Gagech
Status © Cpe w

b ] Cirect Salictation |

Naxt
Solciation Rog Tupt Cater s
Tastng the NIAt Technalogy, Management and Budget Published O 4817 Open
1. 170000000 KIMBERLY DAVIS Amanded Cn
Closing On
— R Eiraarms & Amms tosing
wemany D Tiene Left: £
Intent Poated On
gan RFQ for multgle Sams Technology, Management and Budget Published On Open
FO - 171 17000000002 ARLENE WITTENBERG Amenced On
1 Closing On 42717 785 AM EOT
— 8 Constructan
Smman| oo e
irtent Posted On
[ Technalogy, Management and Budget Publshed On Open
FG - AT1- AP CHENOA REYES Amanced On
Closing On : 41917 7.55 AM EDT
— L Tima Left: 4 Days, 21
intent Posted On
e et 5 Technology, Management and Budget Published On - 22717 Awarded
ATE. AR ' WEI SEY NBOLTE Amenced On

5 Techncgien a0d BOLDIN ¢ AJ TGRS Meberred Line f Dl 43900t B tulpecl &0

| TRCAMGIOpES BNT GONDENS IE IOEEE Bitenent  CGi ATVINDIGE § 1 § Meguiened Tademan of CGI TROMOEGHS 00 SoLT0N e
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4.1: Respond to Solicitations

Step 4.1.1 Choose the solicitation to which you will respond.

Step 4.1.2 Select Details.

%4 SIGMA Vendor Self Service 541308 30450 ga o T
A
}Ef Financial Business Opportunities s Grant
Wekcome, My Wastchiist Purchase History

Testing the MiA1 Techaslogy, Management and Budget Published On - 417 Open
NIAT - 171 - 1T00000000000000000 WIMBERLY DAVIS A
— Paning  Aewtic :—bﬂmnu s 1 ::s PM EDT
- : e Left 83 Days, 083655
intert Posted On
Siate of Mickigan RFQ for gl Sams Technology, Management and Budgst Published On = 41317 Open
RFQ- 171+ 170000000028 ARLENE WITTENBERG Amanded On

Eemmary Dol Congtnucscn Closing On ©  &G7AT 7:55 AM EDT
o o Time Left: 13 Days, 15:32 55

intent Posted On

st Technology, Management and Budget Published On = &7117 Open
RFG- 171 - 170000000025 CHENOA REYES Amanded Cn
PR Closing On :  &1%/17 755 AM EDT
L B} Time Lt & Days, 16:32.85
Inbent Posted On
FE 1t serial ¥ Technology, Management and Budget Published On - 227117 Awarded
REP- 171 - 170000600024 KELSEY DROSTE Adigrtid Ou
o Closing On = 2717 1900 AM EST
] Time Lett Expired
Interit Posted On: 227717
ICopyma € 201, 2016 €01 Tacnncopes ang Soktom e A1 M Raseries e o Teceecicgm g T

VSS displays the Solicitation Response page.

Step 4.1.3 Select Respond Online.
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BESIGMA Vendor Self $

Home | Help | Accessible Holp | SiteMap | Privacy Repor | Logout

2oy LIT8-S0R8E— 00 M e mnagn

s
e
fa Financial Business Opportunities c Grant Grant
Weicome, Lawson Sobcitations My Walchiist | Putchase History
View Froquenty - 20
Salmi Sanatons Solicitation: 170000000028  State of Michigan RFQ for multiple items
Issued: an3v7  Last Amended: Current Status: Open
[Clasing Date 42717 7:5% AM EOT Doc Dept chnology, Mansgemant and Budget =

Vime Left

Buyer Name

Category Ca »
Type Regquest for Quotes[RFQ)
[Buye ARLENE WITTENSER Glwiisnbers @hmichigss gov) Additicnal Dates Bid OpentlB Date Award Date

foformation o one: Fax Intent Posted Date Maie
Print Sol 1
m Terms Criteria Events Q& A List Amendment History
Lot 1: Detautt
Desaription Requested More Information

1. BRICKS, CONCRETE Specifications

Guanuty

Expand A1

Unit . Square F <
Erpsect Scecy

Requested Delivery Date
Commodity Code - 21015 Bricks. Concrete

Manutactuser Anpenate Specifications Aowed © Yas
Marustacturer Part Number Drawing Number

Product'Category Number Piocs Number

Serial Number Color

You can respond to a solicitation by selecting Respond Online on the Solicitations
Details page found within the Solicitations tab. This navigates you to the Solicitation
Response page where you can enter your response.

ot Sell Service gy et .
Home | Holp | AccessibieHelp | SeMap | Privacy Heport | Logowt
L™ Account Financial = Grant

| Purchase History

mm 8 SiSSra i,

espond to Lines o Response for

Il fespone To Lines

= Undo Mo Response for Schotabon

[Copyf Bave B0 To Shep JExg

Lot 1 of 1 Dutsut e Raaponsa tor Lof Linde Na Reapanse for Lot
Dwsenipteon Your Ofter
1 BRICKS. CONCRETE Requested Guantity Comments
Response Type =
Unt Price 100
Delivery Days = 13
Specitications Total .;
Alternate Specs Submutted
7] Adgisongl Soec
= Ling e Praference
Lot 1 of 1 Dutwut
Descripbon Your Ofter
2 GENERAL CONSTRUCTION - Response Type © B v Commants.

ARCHITECTURAL
Contract Amount . 14m r
Taneoaine AR SADoN nt AL SR MEED U 0P SR ISt B 5 TecANCgNS BhE oL (5 (AN BEReTent TG/ AZuMMIGE & B & guened ERSeTAN o S5 Tectrougies I Soutory e
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There are five (5) steps in the Respond to Solicitation process.

Respond to Lines
Criteria Response
Attach Your Files
Discounts/Comments
Review/Submit

abrwnpeE

Step 4.1.4 Select the appropriate Response Type option from the Response Type drop-
down. (Example: Bid)

If indicated enter the Unit Price and Delivery Days for each commodity line.
Alternatively, you can enter the Contract Amount if indicated. You can also enter
Comments in the Comments field. If Specifications are populated and you have
alternatives you can select the Alternative Specs Submitted flag and attach any
specifications to the Solicitation Response in Part 3: Attach Your Files.

Step 4.1.5 Select Go to Step 2.

B4 SIGMA Vendor Self Service www micsigan gy P 41,7 T8-S0 — 3 o

Home | Help | AccessibleMelp | SiteMap | Privacy Repod | Logout

4 S —— m
Sebtnton

Copy Seve0e Te ]
eyt Mo Resgonge for Lot lindo he Response for Lof
Desesption Your Ofter
BRICKS, CONCRETE Requested Guantiey - 15000 5F Cemments

Responss Type - |5 v

|
[ 1 PO 2 icvia Response
ponia for Solkotaton] [Unds tio Rasponse s

Respend to Lines No Reyy

Unit Price - $12 00

Delivery Days = 13
Total - $250.000.00

Alternate Specs Submitted

Description Your Offer

GENERAL CONSTRUCTION - Response Type - |5 v Comments
ARCHITECTURAL
Contract Amount 155

VSS transitions to the Criteria Response page.
Step 4.1.6 Enter appropriate information for Criteria Response.

This section will contain specific criteria on which the response will be evaluated. Some
criteria may have a required response and must be completed before the response can
be submitted. If the response type is Text and there is insufficient room in the field to
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complete your response, you may type “See Attached” and then attach detailed
response information in Part 3: Attach your Files.

Step 4.1.7 Select Go To Step 3.

¥4 SIGMA Vendor Sell Service R = 4001

There are no evaluabon o Aeria ted with this.

Criteria  Desoription  Response Required  Mandatory YES Answer  Response Type Expected  Text Response YeuNo Response Oate Responte Wumber Response

FromOto0Totst 0 First Next Prev Last

Copyret S 1051 118 £ Teoneompme Bng ONDDRY T AT RGP AR LSS T PIE BTRSINE @ §eniect 16 50 TEOAROIGRE 30D BOLGRR e MCAAE BIHSRAR IO/ ATNINS € % D IJNRIE] NRORTHY 5f £ TCMAOD[NS 3e LaLmnng mr

VSS transitions to Attach Your Files page.

Attach relevant files to the response. Allowable file types are: .doc, .docx, .pdf, .xIs,
Xlsx, .zip, .jpg, .txt, .xps and .bmp. Attachment file size is limited to 6 MB per
document.

Step 4.1.8 Select Go to Step 4.
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KSIGMA Vendor Self Service st st s es o

Home | Help | Accensibie Help | SiteMap | Privacy Repor | Logout

v
My Response
M espond To Lines | B Cotri Response B Athach Vour Flles m
Attach Your Files (Optional) Copy Prevous Seve Go To Step 4 Exd

you have flas you would ke i nchude 88 part of your response. cick the Aflach Files bution below
[Aftach Fies
Manage Your Attachments

Tha Rolrwng artachments 08 surraily part o pout asponse 11 ytu reed 1o Sekte B aREShmant thok i delete buice B nant 1o e fem oy ek 10 deete

File Name Date UseriD Atiachment Type

VSS displays the Discounts/Comments page.

The Discounts/Comments page is used to add Net discounts and make overall
comments regarding the Solicitation.

Step 4.1.9 Select Go to Step 5.

B4 SIGMA Vendor Self Service it LS B

Home | Help | Accessible Help | SiteMap | Privacy Beport | Logout

Account Fnancial Business Opportuniies [= Grant Grant
Solicitatons My Wisichlist | Purchase History
; 3
Othee Events
My Response

Copy Pravieus [Save Go To Seap & Exd

VSS transitions to the Review/Submit Response page.

Step 4.1.10 Review your Solicitation Response information.
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Step 4.1.11 Select Submit to submit your Solicitation Response.

BLSIGMA Vendor Self Service wn 43417336 50550 08 i
Home | Help | Accessible Help | SiteMap | Privacy Repon | Logout
Lo
|
e Account information  Financial Tranasctions [T 2R S5y Lo (= ] Grant Grant.

Welcome, Lawson Solicitations My Watchiist I Purchase History

My Response

¥ Respond To Lines m & oiscountsrcomments nn'“":s“m"

Copy Praveus| Savel Submé Exif Prink

-~

Eepy Praves! Eave Submi Exit Pring

VSS displays Response Submitted Successfully page.

B SIGMA Vendor Self Service ates 218 stsd g0 i
Help | AccessibieHelp | SteMap | Privecy Bepord | Logow
o
ad - Account Information  Financial Transactions [ S g Lo ] Catalog Grant
Weicome. Lawson Solicitations My Watchilist ] Purchase History
View Frequenty You have 1 messages
Aghed Cuesbons 1 Mliciaaia - ¥ T —

nation - Thamk You. Yeur
View All Details ] Submit Question ]

Response Submitted Successfully

Thank You

Your Submitted Response can

be found under the "My Responses” tab

Click any tab to continue,

Your response has been submitted. You may modify the response any time prior to the
Solicitation Close Date/Time. This will be covered in Section 5 Solicitation Responses.
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Section 5: Review and Modify Solicitation Responses

Step 5.1 Select the Solicitation Responses tab.

B SIGMA Vendor Self Service AL szs e
Home | Help | Accessibie Help | SteMap | Privacy Repert | Logout

oy Financial B Cai

Welcome, Lawson My Responses

‘Views Froquently Search For My Responses
Stk Cuesbons

ShowMe ... misugenses MyBeceniResponses  WProarsstems  ChosieaSosn  MyAwirds  MybmeatstoAwad  RecentClosings

From 140 4 Totst 4

From 1104 Totast 4

VSS displays the Solicitation — My Responses page.
The My Online Response page is organized into the following sections:

e Error Summary: Displays error messages related to your response and allows
you to ask questions about the error. This section is only displayed when there
are messages related to the response. Click “View All Details” to view multiple
messages. Click “Submit Question” to submit questions about your response,
Clarification Requests and/or any error message you are receiving.

e Time Left Summary: Displays the amount of time left to respond to the
Solicitations.

e Solicitation Summary: Displays the Solicitation summary and the attachments
associated with it.

¢ My Response: Respond to the solicitation.

There are seven sub-tabs under the Solicitation Responses tab. Below is a
description each tab:

¢ All Responses - Lists all of the responses that have been created by the vendors.

e My Recent Responses —View all responses created within the past 7 days.

¢ In Progress Items —View responses that have a Response Status of Draft and a
Solicitation Status of Open.
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e Closing Soon —View responses for solicitations closing within the next 7 days.

e My Awards —View responses that have been awarded to you.

e My Intents to Award —View responses that are intended to be awarded to you.

e Recent Closings —View responses for a solicitation that have closed within the
past 7 days.

¥ SIGMA Vendor Sell Service e AB4LTIT5 50950 89 imi. ww machigen goveicoallcicensc

Home | Help | Accessiblebelp | SiteMap | Privacy Repori | Logout

Account Financial Business Opp Solicitation Responses B 1G] 1 Gerant Opp 4 Grant

Welcome, Lawson My Responses

View Frequentiy Search For My Responses

Asked Questons

Show Me ... All Responyey My BeceniResponses  InProgressMems  ClosingSoon  MyAwards  MylnlentyipAwsrd  ArecentClogings

Keyword Search
From 104 Totsl 4
Link to Response Created By Response Status Response Date Sgl [ 1]
R ESRITOO0003S-1 LawsenD!  Dralt
Fi-171-ESR 1 TOO000HE1  Lawsa Accepted
R Rt 71 LewsonDl  Acoupled
From 10 al 4

Step 5.2 Select the Response you would like to Modify.VSS displays the My Online
Responses page.

Step 5.3 Select Edit.
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B SIGMA Vendor Self Service s mictigan g prap e

43407 20840500 o

Home | Accessibhe Help | SteMap | Privacy Report | Logout
e
s Account Financial Ti Business [FRATNIRN SRR  Catalog Mansgement  Grant Opportunities  Grant Applications
Welcome, Lawson My Responses
View Frecuety My Online Response

Agied Cragabonsy

Time Left: 13 Days, 13:38:05

Sobcraton. 170000000028

Sotcrnton Summsry [ NN

Yok ron 170000000028
. e
"
¥ AW
Mail Responses To * Respo F v
My Response
= e [ mmm— e
Respond to Lines
E py] Be To Sep 2 E: e

Description Your Offer

Step 5.4 Make necessary changes for the Response.

Step 5.5 Select Submit to submit your Response.
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Section 6: Catalog Management

Catalogs are a means for the State to upload a large number of items via a preset Excel
file format. Vendors may need to provide the items, description, part number, unit price
etc., if required by the State. If the Solicitation does not call for catalog bid submissions
or if you have not been awarded a Catalog Master Agreement then skip this section.

Step 6.1 Select the Catalog Management tab.

A summary of all Catalogs can be found by selecting the Catalog Search sub-tab that is
found under the Catalog Management tab. Catalog Search list contains all Catalogs.
From here, you can view summary and detailed information about the Catalogs. You
can refine your search for Catalogs by selecting one of the following quick links:

e All Catalogs - View all Catalogs in the system. This is the default view.
¢ My Catalogs - View Catalogs only in your catalog file.

:;:J_ S!GMA Vendor Self Service www.michigan gov wrw.mic fimicontractconnect 4541.7-225-50558— 00 himi Wivw.mic Imicontractconnect
o Home | Help | Accessible Help | SiteMap | Privacy Report | Logout
o |
A
Y AccountInformation  Financial Transactions  Business Opportunities  Solicitation Responses [l L SGEl U U Grant Opportunities  Grant Applications
Welcome, Lawson Catalog Search Catalog Upload
View Frequentl Catalog Search
Asied Questions
Show Me ... ancataiogs My Catalogs
Keyword Search : Go Advanced Search
Supplier Part Number Vendor Name Alias/DBA Item Description Manufacturer Mfr Part Number Unit  UnitCost  Image
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6.1: Search for Existing Catalogs

Step 6.1.1 Select the Advanced Search link.

i SIGMA Vendor Self Service oy A1) 08 Wit o i govimicontaciconnect
. Home | Help | Accessible Help | SiteMap | Privacy Repot | Logout
Ty
}\;_:' Account Financial Catalog Management elclIde.T. Grant Apg
Welcome, Lawson Catalog Search Catalog Upload
\iew Frequently Catalog Search
Asked Questons
Show Me... aicatiogs My Catalogs
Keyword Search : Gd Advanced Search e
Supplier Part Number Vendor Name AliasDBA Item Description Manufacturer Mir Part Number Unit  UnitCost  Image

VSS displays Advanced Search option fields.

H{SIGMA Vendor Self Service wrw michigan gov ‘www mic hugan gow micomrcte pnrct 0 AS41.7- 135 G058 08 mami. warw e higan gow mconaciccanect

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout
A
ol
}‘;-; Financial PP Solicitation Responses [ETTUSTTLERTUINI  Grant Opportunities  Grant Apg
Welcome, Lawson Catalog Search Catalog Upload
Wiew Frequenty Catalog Seacch
Show Me... aicawiogs  MyCataiogs
Keyword Search : G Close Advanced Search
Vendor Name
Supplier Part Number :
Manufacturer :
Supplier Part Number Vendor Name AliasiDBA Item Description Manufacturer IMfr Part Number Unit Unit Cost Image

You can refine your Catalog searches by using the Advanced Search link on the
Catalog Search page. Selecting the Advanced Search link allows you to narrow your
search using the following search criteria:

o Keyword Search - Narrow the search using a term in the text field. The Keyword
Search scans the Catalog Number, Supplier Part Number, Vendor, Alias/DBA,
Item Description, Manufacturer, Manufacturer Part Number, Unit, Unit Cost, and
Image for the keyword.

e Vendor Name - Allows you to narrow the search by entering one Vendor Name in
the field to display all solicitations with the selected Vendor Name.
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e Supplier Part Number - Narrow the search by entering one Supplier Part Number
in the field to display all solicitations with the selected Supplier Part Numbers.
e Manufacturer - Narrow the search by entering one Manufacturer in the field to
display all solicitations with the selected Manufacturer.
Step 6.1.2 Enter your information in the Advanced Search fields.

Step 6.1.3 Select Go to perform the search.

VSS displays results based on search criteria.

¥ S|GMA Vendor Self Service www michigan gov weww michigan. govimicontractonnect 4541 7-225 L0058 00, hired wow michigan govimicontraciconnect

Home | Help | Accessible Help | SiteMap | Privacy Report | Logout
b
'_'_ Account Financial Catalog Management [elelidel Grant

Welcome, Lawson Catalog Search Catalog Upload
Catalog Search
Show Me... ancata My Catalogs
Keyword Search © Go Advanced Seancth
Supplier Part Number Vendor Name AliasDBA ltem Description Manufacturer Mir Part Number Unit Unit Cost Image
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6.2: Catalog Upload

Step 6.2.1 Select the Catalog Upload sub-tab.

VSS displays the Upload Catalog File Instructions page.

R{SIGMA Vendor Self Service menmehgin g e mchigan gox micontaciconnectd 41,1 175 50558 — 00 hrnd ‘v s togan gov micontractconnect
. Home | Help | AccessibleHelp | SiteMap | Privacy Repon | Logout
'
g
&‘ AccountInformatien  Financial Transactions  Business Opportunities  Soficitation Responses ECTLELTRLERTLTLI Grant Opportunities  Grant Applications

Welcome, Lawson Cataleg Search Catalog Upload

Zaeem  Upload Catalog File Instructions: A

he Browse betion 1o locate and select the Catalog File o be uploaded

Catalog Fiie Mame - Piease select a File Type ang tf
Once the Ca

Picture File Name - Pach

: & Naime 251
Chick the Browse bt

Upload |
Gantral Informatan
“Catalog Adminésrator Hame ;| '_ Drscoust Effective From : 18
*Catalog Administrator Email : | Discoust Effective To : 3]

“Vender Contact Name : _l.a'v.s-f_'ﬂ".\]"nod;war'u' D Part : n 00%

“Wendor Contact Emad ; Harns02 I@mmgan oo

“Vendor Contact Prone : 517-678-3232 | Other Inoemation:
+Catalog Hame
"Catalog Effective From : 1= _-
“Catslog Efective To : ] E i

Step 6.2.2 Enter your information in the General Information required fields.

Catalog File Type is always equal to Excel File.

Step 6.2.3 Select Browse to search for Catalog file.

84




]‘_J\‘ naps :-"._'
(%4 SIGMA Vendor Self Service S mchien 007, s

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

2 michigan.gov, »

gow!: onnect/D 4541,7.225-50558-— 00 hitmi W, ¥

[+ ~ILLEELERT LM Grant Opportunities  Grant

Catalog Search Catalog Upload

Welcome, Lawson

Upload I

General Information

“Catalog Administrator Name : | | awson Woodward Discount Effective From :

oo

*Catalog Administrator Email : | farmsD21@michigan gov Discount Effective To

*Vendor Contact Name : || awson Woodward Discount Percentage : | () D0%

"Vendor Contact Email :| HarrisD21@michigan. go*

“Vendor Contact Phone : | 517-678-3232 Other Information :
“Catalog Name : | Calalog xlsx

“Catalog Effective From : | 4/1/2017 D

*Catalog Effective To : | 3/31/2018 D

Catalog Upload Infoimation

*Catalog Fite Type : | Excel File v
“Catalog File Name : Browse

Picture File Name : Browse

Step 6.2.4 Retrieve your Catalog file from file location.

VSS populates the Catalog File Name field with your file.

¥4 SIGMA Vendor Self Service waw miic higan. govim  A541,7-225 50558 00.htmil e, achigan. Gov ImICOnTTBEICOANET]

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

Catalog Management

Catalog Search Catalog Upload

Waelcome, Lawson

Upload I

General Information

Catalog Administrator Nams : vson Woodward Discount Effective From : D

“Catalog Administrator Emaid = Discount Effective To : =

“Vendor Contact Name : Discount Percentage : | (). 00%

‘Vendor Contact Email :
“Vendor Contact Phone Other Information :

“Catalog Name :

*Catalog Effective From :

*Catalog EMective To: |3/31/2018 B

Catalog Upload Information

*Catalog File Type : | Excel File v

"Catalog File Neme : C:IMy_Data\Catalog.xisx Browse.
Picture File Name : . Browse.
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Step 6.2.5 Select Upload.

[ 2 nitos//sama-prodgaz michigangov)webapp/MAZVSS 25 1/ AltSel Sarvce
ke T 3 If & e weww.michigan. www. mix higan, micontractconnecti0 4541,7 225 L0558 00. html www.michigan govimicontraciconnect
FLSIGMA Vendor Self Service rorwe michigan.gov. ew.michigan govimicontractconnectil A541,7-226 60558 .. 0. himi reces michigan govimicontractconnect

Home | Help | AccessibieHelp | SteMap | Privacy Report | Logout

T

B

" o Catalog Management BREL LS Grant
Welcome, Lawson Catalog Search Catalog Upload

Upload |

Discount Effective From :

oo

“Catalog Administrator Email : |larri Discount Effective To :

“Vendor Contact Name : || aw v N M
e Discount Percentage : | ) 0%

“Vendor Contact Email ©

“Vendor Contact Phone Other Information :
*Catalog Name : | Catalog xisx
“Catalog Effective From : |4/1/2017 0

*Catalog Effective To: | 3/31/2018 224

Catalog Upload Information

“Catalog File Type : | Excel File v

"Catalog File Name : C\My_Data\Catalog xlsx Browse

Picture File Name : _ . Browse.

If any errors are encountered, the catalog file is not uploaded and all errors are
displayed. Please fix any errors in the catalog file or the picture zip file and select the
Upload again. If no errors are encountered, and the catalog file is uploaded

successfully, an email is sent to the Catalog Administrator and Vendor Contact in the
General Information section.

2 ntips//soma-prodqaZ michigangov/webapp/MAVSSIXL/AlSel Sarvice
S|G MA Vendor Sf:” SC'T‘.II:L’ www.michigan.gov WWW T imicontractconnect0 4541, 7-226-50558 . 00.himi wiww.michigan.govimicontracteonnect

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

Account Information  Financial Transactions i Opp ities e =1L LRLER DL Grant Opportunities  Grant Applications

Welcome, Lawson Catalog Search Catalog Upload

You have 2 messages

1: Information : Email notification sent to the specified Vendor Contact Email ID. (AB938)
2 Information : Email notification sent to the specified Catalog Administrator Email ID. (A5938)

iew All Details | | Submit Question

Catalog Search

Show Me ... aicataiogs My Catalogs
Keyword Search : Go Advanced Search

Supplier Part Number Vendor Name Alias/DBA Item [ F Mir Part Number Unit Unit Cost
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After successful upload, the State of Michigan will create the award document that the
catalog will be attached. You will receive separate email notification when that process
is completed.
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Section 7: Foreign Vendor Account Registration

Please note that foreign vendors without a valid U.S. or Canadian address will need to
send a completed W-8 form (available on the VSS Home Page) to the SIGMA Help
Desk by fax 517-763-0300 or email SIGMA-Vendor@michigan.gov to register with the
State of Michigan. If you have any questions, please contact the SIGMA Help Desk at 1-
888-734-9749.

Step 7.1 Select Register to create new account.

U2 SIGMA Vendor Self Service

Welcome to State of Michigan SIGMA Vendor Self Service (VSS) i
iy Boficies
};;.\ The State of vamwsmm!w“m;wnipwmwv‘wmhummm-nbnqﬁnﬂ-u1whmmﬁnw'ndyﬂmmm
e more. Click on the Register bution 1o begin filing out an electronic to become 8 Please disable your pop-up blocke! in order 1o access all parts of the site

This slis is best viewed with Internst Explorer 11 and Firefox 35 or 36

"= Required | i you have questions, please contact the State of Michigan VS5 (SOM VES) Suppont Center al DME-Vandor@michigan gov or 1-838-T34-9749, The State of Michigan VSS (SOM VSS) Support Center Ofice Howrs are
8:00 AM until 5-00 PM EST, Monday-Friday

* User 1D
L ] Contacts
* Password
03292017 Ciick on link below 10 view the st of departmant contacts
Test UAT Announcement
Logn | View All Announcemants
ﬁmr\l’] Contacts
Eassword Resel
Forms and Reference Documents
Chick the Registe: Click on a form below 1 sither save i to your deskiop or open il in Adabe
bumon 10 register &
Pl OF dxEstng
account
g e Q&MMLM
GuastAceens | M VS5 Vendor Existing Account Activation Uiser Guida

OM VSS Grantee User Guide
Forms used by Forelgn payees

« Certificate of Foreign Statuss of Beneficial Owner for LI S Tax Withhelding (Form W-8BEN)
bitps Merew irs gov/publs-pdifhnEben pof

= Caonificate of Forsign Status of Baneficial Owner for U S Tax Withholding and Reporting (Entities)
(Form W-BBEN-E) htips: ey irs govipubies-pdfifadbene pof

« Cartificate of Forsign Person's Claim for Exemption from YWiehholding (F orm W-SECT)
bitps Ve irs govipubiirs-pdfhwied pdf

« Certificate of Foreign Government or other Foraign Organization for U'S. Tax Withholding {Form W.-
SEXP} hilng llwere 3 gov ubl i ellteaop oodf

» Ex ampbm From ¥ nhholdnq m on for Indep {and Certain Dy Persanal

83034 bites dililii ol

Step 7.2 Review and select Accept Terms to accept the agreement or Reject Terms to
reject agreement.

VSS returns to the VSS Home Page when Reject Terms is selected.
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Step 7.3 Select Next to continue or Back to return to previous screen.

y‘:< S|GMA Vendor Self Service e = e gey o mic b Imiconsactronnectl4541.7.225 50858 00 bl o ‘miconiraciconnect
o Privasy Report | ContactUs
Y
{ . . .
Ny Registration Tips
Walcome, New
Aready regutened? Chck berd o ogn. Ofhérwise. Chok Nent 1o confinue.
Vi Fraquenty
Asked Questons Actembie the lobowing informabion before contnung
+ Information on @ach aton (irst iocation eniered wil be considersd the Heaopaaners:
* Tae 10 Nurmioar
* Legal Business name
* DUNS Numbar

« Afree rumber ssued by Dun & Bradsireet for sach business icabon
= Cal bl o 2 BE5-814-1435 o othainvvetily your Fumble
* Inchcate P you ane dong business wiln 4 Gmﬂ-m‘.eﬂ..'.
. cm Information (name. address email. phone and fi
* Account ASInSator (Deeson resonsdis for -ﬁld’ ot
+ Drdarrg

= Paymeed
* Descriphions of your products and services (for example commaodity codes)

o]

Step 7.4 Use either of the two (2) fields under Company Search or Individual Search

to enter your information.

Step 7.5 Select Search to search for an Existing Account.
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= S|G MA Vendor Self Service e machigan gow AT QA G TC SRS onneCt T, 454, 1. 775 SOLEE . 0. himi
Privacy Report | ContactUs

_ Search for an Existing Account

Welcome, New

+» Company Search

To see £ you have & vendor code and have an Employer idertScation Number (EIN) on file, first search by TIN

Taxpayer identification Number [235.421155 Legal Business Name

Search |

OR

» Individual Search

e Mic hagan. i mat Al Cte re et

To see € you have 3 vendor Cooe and have 3 Social Securty Nurmber [SSN) on Sie enter your Last Name and 1t four dgas of your Socsal Securtty Nurmbe

Last Mame | i Last 4 digits of SIN

Search I

Addigonal Resources & information

= AS you compéets sach step and move 10 the next 5260, the system will chock kor srTors.
M there are scrors:
+ A notification message will be dispiayed at the 10p of the page.
X, #0ter M DALOLE.COCHEO00 b0, i Luba1. K560

of Siready xSty If the account eists £ »

) b Oeesignatid &5 & Company of

If no results are found, continue on to Step 7.6. If results are found, follow steps in

State of Michigan Activate Existing Account User Guide.
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Step 7.6 Select New Registration to begin registration.

|
| B S|G MA Vendor Sell Service weww michigan gov werw Mic hign o it aCionnectBAS41.7.226 5558 00 himd

Privacy Report | ContactUs

To actvate your account you must ave 8 vendor code. T pags will Reip you determing w
ncnid,a based on e informabion you previously provided Pieace select one of

+» Company Search
To s f you hive & véndor code and have an Emgioyer idenbification Number (EIN) on fie. first search by TIN

Taxpayer identiication Number ;235421‘.55 5 Legal Business Name [

Search |

OR

+ Individual Search

To se f you hgve 3 vendor code and have 3 Soceal Securfy Number (S5M) on fie enler your Last Name and sl Sour diges of your Social Securty Number

Last 4 digits of SSN

Last Name |

Search |

Mo results have been found for your account. Please perform further research o seiect the New Regisiration BUTion (0 CTeate 3 New JCCOUNL.  Nes Regatiatos I @

Additional Resources & Information:

Step 7.7 Enter User Information in General Information.

with an asterisk:

T Search for an Existing Account/Results Not Found

ethier of N0t Yol Rave one. You wil nol be abie 10 Create 3 new code f one already eust
2 Search opbons below 1o determne f you already have 3 vendor code

W RiChiGEn gov mic oAt acit canect

Canael Baprratan I Bach I ~

f e account exists it will be designated as 3 company of

Required fields are marked

AE41,T.275-50558— 50 b

BLSIGMA Vendor Self Service e michigen gov.
— Brivacy Report | ConfactUs
L, My User Information

Admnectatr e

« General Information e

“Usar [0 [Case sensitive)

Verty and Submt Registration

(Uiser 1D should be between 1 &nd 15 charsciers in kngih
“Farst Name -
“Last Name
“Email :
‘Re-enter Email -
Phone Ext

WA K BN

OO K,
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Step 7.8 Enter your Password information in the Password section.

Passwords must be between 8 and 16 characters. Password must contain a number,
an upper case letter, a lower case letter and one of the following symbols: @ $ # %.
The password cannot contain the User ID and it cannot contain the word password.

Step 7.9 Select Next to continue.

{, SlGMA Vendor Self Service wrw michigan o ASAY T 725 50558 D0t ek higan. povimic ChArsc i onnect

Privacy Report | ContactUs

M0G0 000K

K XXX,

Wertty and Submi Registration
« Password

‘Password {case sensitive) :

FRmber. 40 LOS! CRSE WSer, 1 lower Cate ke, and one of he folowing symbols: @ § 0%

1360 the word esswond
*Re enter Password
* Secunty Oursbon v
‘ Securnty Answer (Case sensitive]:

‘R anter Security Answes :

* Indcates 3 required feid

Asdibonal Resources & informabon:

+ As you comphete sach step and move 1o thi pext $1ep, the systemn will chack for emors.
f there are errors:
+ A notifhcation message will be displayed at the 1o of the page.
* You must cormect the emors indicated before contmuing 1o the mext step
=« Addmonal Heip can be found in the Frequently Asked Questions accessible from the lefl hand navigation bar,

Verify Email Address is correct.

Step 7.10 Select Next.

¥ SIGMA Vendor Self Service waw michegan gov www michugen gov muccotractconnect4641.7-20 80664 00 tami. wewmichiges govimicoutracicomnect

Privacy Report | ContactUs

o Verify Email Address

Ta continue your VSS regeiration, we must verdy v

845 Vhen you receive e emall we send you, folow the fink pronided or copy e link info your browser

To prevent the emal from being biocked, add the folloaing

Make sure your own address W your emal contacts

Addational Resousces & Informaton

* As you complete each step and mave to the next step, the system will check fof emors.
If there Ak SO
+ A notification message will be desplayed al the 1op of the
= You mizst COmect the sTors indicated Defore continuing 10 the e step.
Hedp can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

Step 7.11 Select “Close Browser”.
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wrww machegan gov . 0.4541,7. 224 50558 00.htm! www michagan. g

Thank You!

A verification email was sent to you.

Cannot click the link in the email?
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7.1: Foreign Vendor - Verify Your Personal Email Address

VSS sends a verification email to the email account entered in Step 7.7. Email Token is
emailed to your personal email account. A message similar to the message shown
below will appear in your Inbox. Follow the instructions as shown below to access VSS.

Step 7.1.1 Access email account entered in Step 1.7.

Step 7.1.2 Select the link to access VSS.

From: DO_NOT REPLY MICHIGAN VSS@SIGMA-PROD-VSS.MICHIGAN.GOV <D0 NOT REPLY MICHIGAN VSS@SIGMA-PROD-VSS.MICHIGAN.GOV>
Sent: Wednesday, June 7, 2017 10:12 AM

To:
Subject: SIGMA PROD VSS: VERIFY YOUR STATE OF MICHIGAN VENDOR SELF SERVICE (SOM VSS) EMAI ESS.
Brandon Martin

By chicking the kink below, you are verifiying the email address that you have created for your State of Michigan Vendor Self Service (SOM VSS) user information. This emadl address will be used as a primary method of correspondence

If you cannot click on the link below, you may copy and paste it into your browser

if you have questions, please contact the State of Michigan VSS (SOM VSS) Suppart Center at DMB-Vendor@michigan gov or 1-888-734-9749

VSS transitions to the SIGMA Vendor Self Service Login Screen.
Step 7.1.3 Enter your User ID and Password.

Step 7.1.4 Select Login.

% SIGMA Vendor Self Service s nichigan gov e michigan powimicontraciconnect A541.7.726 S0588.. 80 hml ‘s nichigan govimicontraciconnect
Help | Contact
€3 Login
b,

To continue registration, enter your User D and Password

Pawnurd:_ R
_Login | e

VSS transitions to the VSS New Account screen.
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7.2: Foreign Vendor - Complete New Vendor Account Information

The Add Business Location — New Account Registration section is used to enter your
Tax Identification Number (TIN), Employer Identification Number (EIN) Type and
Business Classification information.

Enter required New Account information for Tax Identification Number (TIN) Type or
EIN and Classification in the New Account Information section. Please Note: EIN Type
and Corporation Classification is used as an example in this guide.

Step 7.2.1 Select the appropriate TIN Type option. If the first option is selected, also
select SSN, ITIN, or ATIN below it.

Step 7.2.2 Select the Foreign Business Entity option for Classification Type.

VSS will close or place check mark in each box as you complete each section.

FSIGMA Vendor Self Service mewmichigan gor. s machigan oy CONTACCOANRCH ASA1, 1 224 $O548— DO homi. e mchgan gov micorTacicannect
o Brtgacy Sagont | Sosacivs
kA i
Ay A
—
() 1l use & Soa Securty Humber (SSHI inidiialTarbayer igentication Humber (ITINL or Adcplive Identficaton Nuber (ATIN]
Welcome, Cla : - =
o Peaseseectone ol e klowng . SSN () TN (D) ATN
View Frequenthy @) 1wl uze my entty's Employer ienbfication Numbae [EIN)
Agked Questions
) 1o nol bave any of the above forms of Taxpayer identiication
Dneew Accourt et
Oty Busimess ko AND
Dlaresses & Contacts
Y « Classification
Informaton
Umanns;.m_wg | plan by do buziness wsng the kollowing dassiications Plaase telact onfy one

Ssle  Classification

State Govermen!

L Trust
o i i e

Cther Government
Other v

Step 7.2.3 Select Next to continue.
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¥ISIGMA Vendor Self Service gor waw s igan Gov miconBctconnectd b1 T-125 5045800 himi

Privacy Report | ContactUs

e

Welcome, Claude

AND
+ Healthcare Provider

One

D" Are you 3 Healicare Provider thal recesves payments hom us?

Ox Yes gy No

Oa

nfon

Oses R
» Question

i you head assiance select B Subml Ousstion button o send e your questions

waw.michigan.govimiconiraciconnect

My Business Information section is used to enter your Location Verification and

Organization Information.

Note: Some of the fields are pre-populated from questions you previously answered.

Step 7.2.4 Enter information for Vendor Verification Based on; Vendor Verification

Password; Confirm Verification Password fields.

Use of word “Password” is used as an example in “Verification Based On” field. Vendor
may enter any word or text of choice in the “Verification Based On” field.

Step 7.2.5 Select the appropriate W-8 form from the W-8 Form field.
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M SEGMA Vendor Self Service W michigen. gow www michigan govimicoedracsonne: 4945417, 775 50558 00 Ml www mic P ot B e

Privacy Report | ContactUs

« Location Verification

Vrify My Locations by

Wendor Verification Based on : PASS

Vendor Verification Password : ssessssssse

Confirm Verificaton Passwodd . ssessesanss

) Adstional Business
informaten

D] Regtstration Summary

« Organization Information

“Organization Type : i Change i Foresgn TaxiD: 235421157
Cssafication : | Foreign Business Enlity v
Maonal Provider ID
Location Name
Assigning Authooty
Lecatson Web Address.
CAGE Code
Number of Employees v
GIN:
Annual Income w
w o KRRHETI v e
DUNS v

Step 7.2.6 Enter information for Legal Name; 1099 Taxpayer ID Number; Legal (1099)
Address Information. If no U.S. or Canadian address, foreign vendor should use the
City field to enter both the City and the State/Province (if applicable).

T b ASA1 T 775 50658 00 il www ac hagan gow miCoeiracicsanect

R{SIGMA Vendor Self Service
: Privacy Report | ContactUs
! M Prard Acceptance Level : v M

Welcome, Claude
A v Legal Name Information e

Business Mame (AlesD8A): auvier Il Printing Agency Hame on Chack : hd

“Legal Name on W9 | Claude Beauwer Il

» 1099 TIN Information @

Create Taxpayer i) Number : I Taxpayer 1D Number : | 735421157

Re»:«mmm:ﬂwm.l Tarpeyer K Moo Tyme : E0t
099 Reportable : ho

+ Legal (1099) Address Information @

sweet 1 : 508 Eagles Landing

o Fegstraton Summary

ZipPostal Code :| KENSWE

Step 7.2.7 Enter the EFT (Electronic Funds Transfer) banking information for ABA
Number; Select Account Type and Enter your Account Number. Routing ID Number is
not required. Foreign vendors cannot register non U.S. bank.
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A S1va‘;f—\ Vendor Self Service werw.machugan gov werw michugan gov miconiractconnect 045417225 L0458 00 Mimi ke povislomrionncl
Privacy Report | ContactUs
o
¥ .
+ 1099 TIN Information
Welcome, Claude
Croate Taxpayer ID Numbe Taxpayer D Kumber : | 235421157
. Taxpayes i) Number Type : EIN
Re-enter Tazpayer ID Number : | 3000 Resoriable s Mo
~ Legal (1099) Address Information
D Regswrason summary “street 1608 Eagles Landing
“ciy :| Belleville
*Sute! Province ;| Ontario ~
‘TpPostal Code :| KANSWE
~ EFT Information
ABA Number - 111000138 ﬁm Account Number : h'l_/j)"’.'_jZNJLJQU?
BANK, OF AMERICA NA Routing ID Number :
Account Type - Checking v
A4
Step 7.2.8 Select Next to continue.
ST 00 —
i ~
« EFT Information
A e |01 ccoust iumber | [444

Rautng 10 Numbar

Wumber of Doy 1 Devtonrt Prssaat 1
Number ol Doy 3 Doncosnt Prsent 3
Memmtiar of Dy 4 Drvsont Pecest &

- Executive Compensation

e Wi 1
----- ma 1

e W 3

Oar W fficas Compa ‘
e e g

v

VSS displays Error Message that system was unable to validate the address for postal
standards. For non-U.S. Address, vendor may select the Bypass indicator to
continue.
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BASIGMA Vendor Self Service

o
A -
= 1 Erar- The urh Against postal standards P Ine pdrees By or spinct the Bypans indizales to continup (AS443)
=Y View All Dotalls || Submit Question |
Step 2: My Business Informaticn PR T | e | = |
Asghed Gueabons Please enter fhe general information below. Fields with a red
astarisk (‘] indicate required fiekds, Some of the fields are populaced with data gathered from the guestions vou previously answered. Please review all information carefully before proceeding. You must select the Save and Close prior 1o exiting. If you do net, you
[~ U will have to re-enter all dats again.
Cluty Dusiness ints
U acorunsun & Comtacs = - =
« Location Verification
] Adksiensl Buaicmss
Irformation
“Verily My Lacations by |
Weradir Verificatios Raved o
Confrm Varficatan Pasywerd
Foseign Tax
ansification . |
: Natiosal Prevides ID
Lesabon Kame -
Lication Weh Address | i =
Busmbat ul Eenpioyees | v .
Annual Incoms I
W Form
Duws:

s IR -

Step 7.2.9 Select (check mark) the Bypass Address Validation option.

Step 7.2.10 Select Next to continue.

341 T-3F5 30538 00 heend

KSIGMA Vendor Self Service

Privacy Report | Contact Us

« Legal Name Information

"Legal Mame on W3 - Claude Beauvier |l

+ 1099 TIN Information

D) adcresses & Contacts

D assiscrst Busness Create Taspaysr 10 Number - | Taxpayer 10 Member - | 235421157
ot &
Tax o 10 Nussbar T EN

Rie-enter Taspayer i Numbes - | i e
[ Regstraton Summary 1099 Reportable - Na

- Legal (1099) Address Information

Orginal Address
o Bypass Address Valitation
*sweet 1:| 808 Eagles Landing
*ciry || Belleville

*statel Province - | Ontario bl

*DpiPoual Code

» EFT Information

Account Mumber - | 1222333449902

Routng 10 Humbsr

99

Business Name (AlawDEA) - | Claude Beauvier Il Printis

Nama on Chack w




VSS displays the on-line W-8 Form. The five fields shown with a red asterisk symbol
are required fields.

Step 7.2.11 Enter required information for Fields 1- 5.

.v g
1% SIGMA Vendor Self Service Z:328 058 Mo e povimfossbrecicomas
. Privacy Report | ContactUs
M
};“5 'W-& Form Information PR | S — | [ . I [ | A
= Based on the answers you provided on previous
iy r W8 F F n Vendor o al inf n i requin i r lete vendor fi .
Walcoms, Claude pages regarding your W-8 Form and Foreign Vendor status, additional information is required to capture your complets vendor status for certificatio
W-8 Form Type | - I
View Frequantly
Asked Questions
BB ew Acount oo + W-8 Form Information e
| Bty Business info
| D asaresses & Contacts “1 Name of indrvidual of organization thal is the bineficial ownet
| O Adasional Business
Inforrsaton *2 Country of citizenship
| O Regstration Summary
*3 Permanent residence addeess (streel, apl of suile no. of rural route).
Do ot wse & PO bax or -cave-of-address
“City of bown, state or province. Include postal code where appropriate.
*Country
4 Maing address (I difforent trom above)
City o« town, state of province. Inchade postal code where appropriate.
Country
*5 LS. taxpayer identification number (required - see IRS W-2BEN instructions|
v
I}:- SIGMA Vendor Self Service S mchicn gov. SEH.T-226 50GSE SO e ichiee povialconiconnsct
i Erivacy Report | ConfactUs
o |
e V8 Fom Information toesnd Ciove | Concel Regasason i Bach I Nt I ~
- Based on the answers you provided on previous
pages regarding your W-8 Form and Foreign Vendor status, additional information is required to capture your compiete vendor status for centification
W Form Type Casnge |
+ W-8 Form Information
| BBy Business into
| ) Addresses & Contacts *1 Rame of indrradual o organization that s The beneficial owne
i Claude Beauvier ||
| O Asatonat Business
| Inforrmation *2 Counry of cititenshap
D Regswaten Summary Canada |
*1 Pevmnanent residence dodress (sireel, apt of swite no.. of rurl routel
Donet use a PO box o in-cang-ol-addness
608 Eagles Landing
“City of bown., state of province, Include postal code where appropriate.
Betleville
Canada
4 Mg sddress (i difforent trom above)
City of bown, state of province. Include postal code whers appropriate,
Country
S ULS. tanpayer dentification number (required - see IRS WEBEN instructions)
235421157 v

The remaining fields are optional.
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Step 7.2.12 Select Next to continue.

T30 35— 00 e

a3

a

Step 7.2.13 Select No for first quest

Step 7.2.14 Select Yes for the last two questions in the questionnaire.

Step 7.2.15 Select Next to continue

o income tas eaty betwees tha Unsted Saies

ion.

4 SIGMA Vendar Self Service e e 5411305 05 0 ol
e
« Address Questions
4 5 Barent (Al ative. Ordeesg. Prpmemt o Bding)” v
Agm dereg Paym g Beling add
L]
. derng Prypment, o Bilag
.
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VSS transitions to the Addresses & Contacts page (Step 3 of Registration process).
Step 7.2.16 Enter Address Information in the required fields.

RSIGMA Verdor SelfServic

Weicome. Claude

Step 7.2.17 Enter Contact Information for Principal Contact and Phone Number. Email
and Correspondence Type information is optional.
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7 SIGMA Vendor Self Service wwe g g 801 73 0 v S

Weicame, Claade

VSS transitions to the Additional Business Information section (Step 4 of Registration
process).

The Additional Business Section is used to Add vendor profile information for
Attachments, Commodities, Business Types and Service Areas.

Repeat Section 1 - Steps 1.2.14 — 1.2.18 to Add Commaodities to your vendor record.
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Privacy Report | ContactUs

:‘r:' Step 4: Additi I Busi

Welcome, Claude

Attachments

Add

File Name Date UserID Attachment Type Description

Commodities

- €—

Commodity Service Code Commuodity Description

FASIGMA Vendor Self Service S alckige gve i 5417.226 50664, 0 o

et Rapration ] - I West I

Step 7.2.17 Select the Add to add Business Type to your vendor record.

% SIGMA Vendor Self Service - 1225 50558 o b

Privacy Report | Contactus

Commodities
Add
[~ ¥iS Code Description
ga041 Fingerprinting Sérvices Delete

Business Types

Add e

Business Type ID  Certification Number  Cer

VSS transitions to the Business Types Choose page.

Start Date End Date

Minority Type

Step 7.2.18 Select Next to search for your business type.

Step 7.2.19 Select Business Type from list. (Example: Professional Service.)
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Step 7.2.20 Select OK to continue.

4 SIGMA Vendor Self Service g o g v esre SO ST 0 M i vt
Euvacy Repodt | Conmactls
My Choose

Select one or more Business Types to associate 1o your organizabion by dicking the checkbox next o the commodities you
Business Type. enter a valbd business type in Business Type search fiedd and cick the "Browse™ fink. Once your Busine
bution 1o add the selected records to the Business Types EnteriUipdate page where addtional informason
‘Cancel” button to cancel your changes and retuen to the Business Types page

Buress Type
Business Type
¥ PROFESSIONAL SERWCE

e

SERVICE DISABLED VETERAN ('WNED

| RETMER

SWALL BUSINESS « 590 Enicyees
SERVICEMAINTENANCE
VOLUNTEER

VETERAH OWNED
WHTEICAUCASIAN OWVNED
WHOLESALER

SHELTERED WORKSHOP

-ﬂ] Cancel I

VSS adds Business Type to your Vendor Record.

Step 7.2.21 Select Add to Add Service Area.

wank 1 add To search for a specific
pe(s) have been selected, cick #
can be enteced for the selected business types

belp & adice

W ac higas gov wharw iz higan gow TmcontracioanartOASHY 1225 S08LS 00 himd

R{SIGMA Vendor Self Service
Privacy Report | ContactUs

iy
b A Add |
Welcoma, Claude Business Type ID Certification Number Certifi Start Date  Certifi

B8

PROFESSIONAL SERVICE

2 ew Account inko
By Busress iy
B asdresses & Contacts

O] adeterat Busass
nformatin Service Areas

DF?}?‘,".?M Sumemary

s informstion 5 Sptona

Service Area Code  Service Area Zong

105
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EndDate  Minority Type

G

Delete

Lave wed Chose | Cancel Ragmation | [™




VSS transitions to Service Area Choose page. Service Areas page lists State of
Michigan counties for which you may provide goods or services (commodities). Service
Areas also includes statewide, Lower and Upper Peninsula.

Step 7.2.22 Select Next to search for your Service Area.
Step 7.2.23 Select (check mark) your Service Area. (Example Allegan County)

Step 7.2.24 Select OK to continue.

% SIGMA Vendor Self Service e, d 4541792550358~ 00 himi. mowm michigan gemecontractconnect
Privacy Report | Contact Uy
G
L5 Choose

Jhscome, Chmds Selact one or more Service Area zones 1o associate to your organization by clicking the checkbox next to the service area zones you want to add To search for a specific

service area zone, enter in a valid service area zone in the Service Area Zone search field and click the "Browse™ button. Once your service area zones have been selected
click the "Ok” button. Click the "Cancel” button to cancel your changes and return to the Service Areas page

Adger County
7 Alegan County e
Alpana County

Antrien County
Arenac County
Baraga County
Barry County
Bay County

Benzie County

il Cancel I

VSS adds Service Area to your vendor record.

Step 7.2.25 Select Next to continue.
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RSIGMA Vendor Selfervice e e

Privacy Report | Contactus
[ ]

Business Type ID Certification Number Cer Start Date  Certifi End Date  Minority Type
PROFESSIONAL SERVICE a i 17 Delete

B Noew Account ino
B by Businass ko

B Acresses & Contacts

N Bukngss
Informaton

Service Areas
[ registration Summary

i e “AST bution f identry The

[t ]

Service Area Code Service Area Zone
1 Asegan County Delete

Bew und Chone | Concal Regateption | Back | u...-l

Step 7.2.26 Select the vertical scroll bar on right side of your screen to review all

<

information. Use the Update Information link to make changes to information you have

entered.

you entered. If changes are needed, please select the Update Information link. This will navigate you Back to the appropriate screen for you to make your change.

Agt
o » Location Verification
By Buiness into

Verify My Locations by : Craate My
B agoresses & Contacts Vendor Vertication Based on : PASS

mmw‘a Busness
Irformation

Or QS YINON Summary

+ Organization Information

Organization Type : Company Foreign Tax 1D : 235421157

1064 Classification : Foregn Busmess Entey Nationsl Provider 1D :
Locaton Name © Assigning Authority ©
Location Web Address : CAGE Code :
Number of Empiloyess : GlIN =

Annual income : W-8 Form : WW-8BEN
Healthcare Provider © o DUNS :
Exténded DUNS :
Indirret Catalog -
Preferred Ordering Method :
Prard Acceptance Level :

,. S!GMA V""I".dU[ Se“ Snf\f![e wwrw i higan gov warw mic higan g imicontractc onnect O AS41.7.275 50558 00.hmi W miC RGN Do MICONITACIEONmect
. Privacy Report | ContactUs
o |
- Riaghstrition: Scemiiey SawasdCiowe | ConcelMagistanos | ok | Fatt Ragriratan l Priet This Page |
Weicome, Claude The SUMMARY below is based on the information

—

Upddate information

Update Infoemation
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Review W-8 Form information you have provided.

{SIGMA Vendor Self Service e mchiginger s mhign Qv Wicontckoonect? AT NS 3K - 08 heml e St pon micontacteonnee)

Privacy Report | ContactUs

+ W-8 Form @

1 Kame of indrvidual or crganization that is the beneficial owner
Clsude Begunaer

2 Country of citipenship
Canad

IPe
Dor

resadence address (sireel, apl or sure na, of reral rovte).

PO b o in-cace-of-adidrese

B New Actount into "
CRY o town, SUa% O Province. INclude Postal ook WhHE apOroprate.

By Busress inio Seee
) Acidresses & Contacts Country
Canach
E ;fz;a Busness 4 Maibng a3dess (f deferent from aboie)
ity or town, state of province. Inchade postal code where appropriste.
O Registraton Summary Country
5

payer identificaton number {required - see IRS W-SBEN instrachons)
& Foresgn Lax ientifying nusmber (se¢ IRS W-EBEN instrucons)
TR ) (508 RS W. BONsh
9 certy that e benebicial owner is & resident of the specified location within e meaning of the income Lax (resty between the United States and that country

10 Name of Article for reaty
Specl rates and condions (see RS \W-8BEN instructions

Specily type of income
Spacal rates and conditons (ses IRS W-BEEN instruchons

Explain the reasons the beneficial owner meets the terms. of the treaty article
Signature of beneficial cwner (of indnadual aushorized 1o sign for Be beneficial owner)
Print name of signer

Capacity in which acting (if form Is not signed by beneficial owner)

& Dt of barth {MM-DO-YYYY)

Date {MMLDOLYYYY)

Percentage % rate
Special fates 3nd condifions (see (RS W-SBEN insnuchions

Step 7.2.27 Select Submit Registration to submit your vendor registration.

KASIGMA Vendor Self Service v michigan gov e michigan gov micomtracicoanects AB11. 735 4668 80wl e gevialca e
Privacy Report | GontactUs
<] » Commodities
vice Code 4
e 29041 Fingerpinting Services
A

B ew Account infp
Dy Busiess it v Business Types
B Agaresses 8 Contacts
B sastona Busmess Type 1D Number Cer StartDate Certification End Date  Minority Type
infrrston PROF 012017

O Regestration Summany

» Service Areas

Service Area Code  Service Area Zone
3 Adegan County

Livw sndCiote | Cancel Ragatration

Bk | St Regataton

Addational Resoarces & infoemabion:

VSS displays W-8 Perjury Statement popup.

Step 7.2.28 Review the W-8 Perjury Statement popup.
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Step 7.2.29 Select OK to continue.

E{SIGMA Vendor Self Service s mchgan gov wm miehigun govimscontraciconnectV 4541,7.226.60558... 0.hemi

Privacy Report | ContactUs

+» Commodities

Y Code ity Descripti
9041 Fingerprinting Services
2 Mew Account info )
Ay Business into + Business Types e reievee
B Addresses & Contacts
e e e & Q) i e
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Informaton ok comect, and in accordance with law
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UH‘:\‘-:'.'?.-?‘ Summary

authonzations for purchas
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» Service Areas

Service Area Code  Service Area Zone
3 Alegan County oK

VSS displays W-9 Perjury Statement popup.

Step 7.2.30 Review the W-9 Perjury Statement popup.

Step 7.2.31 Select OK to continue.

K{SIGMA Vendor Self Service gov 5417 225 6058 Mo
. Privacy Report | ContactUs
B v Commodities
B
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qm;w Busness PROF e murmber 16 be iwcued 16 mek and 11 am o
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DRe{-;naw Summary

» Service Areas

an o foresgn extatel or 8 o
whons section 301.7701-7)
Service Area Code Service Area Zone

3 Asegan County

oK
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Cancel
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VSS displays EFT Perjury Statement popup.
Step 7.2.32 Review EFT Perjury Statement popup.

Step 7.2.33 Select OK to continue.

¥4 SIGMA Vendor Self Service gow w A541,7.27% 50558 00.heml www michsgan v met ontractoAneCt

Erivacy Report | ContactUs

v Commodities

yService Code C

Welicome, Clavde

Update Informatson

v Business Types

Type ID i ion Number C

FROF

Update Information

» Service Areas
Service Area Code Service Area Zone
3 Aliegan County

Update informaton

dCikne | Concel Registration | Bach | butoma Begatabon

The VSS Thank You! page appears.

Step 7.2.34 Record your new State of Michigan Vendor Customer ID. (Ex: VS0001031)
Step 7.2.35 Download your Substitute W-8 form for your record.

Step 7.2.36 Select Print this Page to print hard copy of your registration form.

Step 7.2.37 Select the red X to close the Browser.
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&4 SIGMA Vendor Self Service e pichicen oy

Privacy Report | Contact Us

Thank You!

Welcome. Claude Congratulations, you have completed the registration process. You may now login ko Vendor Self-
! Service using the User ID and Password you jus! created

Your Vendor Code is: VS0001060
View Frequently *Please save your Vendor Code for ful
ked Questions

Password Reset | Mnmm’[

The following registration forms are available for you

Clck the Ink above 10 downioad the Substitute W-9 form and then save or pant a copy of
this document for your own reference

I@ Downicad W-8 Form

Ciick the link above to downioad the Substitute W-8 form and then save of print a copy of
this document for your own reference

You may login 1o your VSS account to view and/or update your account information. Click here to
login

Step 7.2.38 Access the VSS link to return to the VSS Home Page.

Step 7.2.39 Enter your User ID and Password to access your new vendor account.

Step 7.2.40 Select Login to access your account.

7 SIGMA ve

or Self Service s

Welcome to State of Michigan SIGMA Vendor Self Service (VSS)

The State of Michigan SIGMA Vendor Solf Service (VSS) system allows you, as 1o manage your wiow your financial faw business and grant opportuniies and much
more Cbckmmﬁ‘egusmMmmhgnliwgowmﬂmm:m&mmmmnm;mwvme pmumueymwwmunmmnm”xmmmm

This sits is best viewsed with Intemat Explerer 11 and Firefox 350 16

= Requared | 4 vou have questions, please contact the State of Michigan VSS (SOM VSS) Support Center st DMB-Vendor@michigan gov or 1-883-734.9749 The State of Michigan VSS (SOM VSS) Suppart Center Office Hours are
800 AM untll 500 PM EST. Monday-Friday

* User ID
A Contacts
* Password
03292017 Click on fink below 10 view the list of departmant contacts.
Test UAT Anncuncement
Login iy AR ADNCUnCREnts
Agency Condacts
Pasywoed Reset 2
Forms and Reference Documents
Click the Ragister

Click on & form below to elther save it 1o your deskiop or epen it in Adobe

account

Regater

Goest Atcesn 1

Help  ContactUs
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To View and Modify Your On-line Account information see Section 2.
To View Financial Transactions see Section 3.

To View Business Opportunities/Solicitations see Section 4.

For Solicitations Responses see Section 5.

For Catalog Management see Section 6.

For Foreign Vendor Account Registration see Section 7.
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