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VSS Registration

Welcome to ACPS Vendor Self Service AP seenice
Registration Instructions
* First-Time VSS Users- Click here to be

ACPS Employee Self Service

Home
. . . Welcome to ACPS EMPLOYEE SELF SERVICE (ESS) & VENDOR SELF SERVICE (VSS).
re-directed to the registration screen e 69 e
. LOGIN INSTRUCTIONS
or copy the link below.
https://acps.munisselfservice.com/defaul \CPS ENPLOYEE SELF SERVICE
t.aspx Click on the link “Log In" on the upper right comer of this screen. Then, type in your User name (employee id#) and Password.

*For FIRST-TIME ESS USERS, your login is your ACPS employee id#, and your password is the last 4 digits of your Social Security number. You

1 ClICk on blue |etters _ CLICK HERE will then be prompted to change your password.

ESS Log Out Instructions:

To log out of ACPS ESS, click on your name and then click the link "Log Out" on the upper right comer of this screen.

ACPS VENDOR SELF SERVICE: a

*Vendor Self Service has moved, to he directed to our Vendor Self Service site please CLICK HERE.

©2023 Tyler Technologies, Inc.
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2. Click on Vendor Self Service

ALEXANDRIA CITY PUBLIC SCHOOLS

VSS Registration

ACIPS selfService

Home

Vendor Self Service

ACPS VENDOR SELF SERVICE

ACPS VENDOR SELF SERVICE:

*FIRST-TIME VSS USERS need to register before they can use ACPS Vendor Self Service portal. To register, click on the link "Vendor Self Service” and then “Registration”.
Choose your own login and password and provide the needed information.

*EXISTING VSS USERS: Click the link “LOG IN” on the upper right comer of this screen.

VSS "Log Out” Instructions:

To log out of ACPS Vendor Self Service, click on your company name and then click the link “Log Out” on the upper right corner of this screen.

Please note, we do not keep your login and password information. For password resets, click on the link “LOG IN" on the upper right corner of this page and then click on “Forgot
your password?”. Enter your username and click “Retrieve Hint". An email containing your password hint will be sent to you. You may also request to reset your password by
clicking on the link provided in your email.

Thank you!

©2023 Tyler Technologies, Inc.
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VSS Registration

ACPISH self Senvice

3. Click on Log in/Register

Welcome to Vendor Self Service

Home

Vendor Self Service Log in or register as a user to begin using Vendor Self Service

Log in / Register

Welcome to the Alexandria City Public Schools (ACPS) Vendor Self Service Module. Thank you for your interest in doing business with ACPS. The Procurement Team is looking
forward to working with you. Please assemble the following information before continuing:

Bids

Tax 1D
Legal Business Name
State Corporation Commission 1D
Contact Information (name, address, email, phone)
Account Administrator (person responsible for updates)
Commodity codes/descriptions of your products and services.
For help, please email us at VSSHELP@ACPS.K12.va.us

Note: FOR APPROVAL AS A VENDOR, W9 ATTACHMENT IS REQUIRED.

©2023 Tyler Technologies, Inc.

https://acpsvendors.munisselfservice.com/Vendors/default.aspx

ALEXANDRIA CITY PUBLIC SCHOOLS



2020-2025 STRATEGIC PLAN: EQUITY FOR ALL

VSS Registration

Jeem B,

4. CIiCk On Sign Up Sign in to community access services for

Alexandria City Public Schools.

Sign

Sign

Sign

oHeQ

Sign

nowith Google

nowith Apple

nowith Microsoft

N with Facebook

Ermnail address

OR

|

Password

[ remember me

Forgot password?

Unlock account? Help

O

Don't hawve an account? Sian wp

ALEXANDRIA CITY PUBLIC SCHOOLS



VSS Registration
5. Type in your Email address ﬂ%&l

6. Create your own password ng"l @

7. Type your First Name Create an account .
9—| R,
@

8. Type your Last Name | Ermnail

9. Click Sign up
. . . . . Verification email sent
10. You will receive a Verification email Password * B -|
- o finish signing in, check your email.

sent message a

) ) Back tosignin

First name

| ast name *

*indicates required field

HBack to sigr in

ALEXANDRIA CITY PUBLIC SCHOOLS
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VSS Registration

Hi Lorena, ¢
11. You will receive a Welcome Email to
the add ress provided to activate your Welcome to your Community Access account!

account o , ,
Your organization uses Community Access and Tyler Technologies to manage

12. CI|Ck on Activate account (thlS will re- acceass fo applications which serve citizens.
direct you again to the sign in screen)

Community Access provides access fo all of your citizen applications and
connects you to other public applications within Tyler Technology's
ecosystem.

Leam more about Community Access.

To verify your email address and activate your ac ,
please click the following link: é
Activate account

This link. expires in 7 days.

ALEXANDRIA CITY PUBLIC SCHOOLS
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VSS Registration

13. Type Email address entered at time of @

initial registration

14. Type Password entered at time of S

initial registration &

15. Click Sign in ——
[
£

Sign in to community access services.

Sign in with Google

Sign inwith Apple

Sign in with Microsoft

Sign in with Facebook

ALEXANDRIA CITY PUBLIC SCHOOLS
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VSS Registration

16. You will receive a Memorandum of
Agreement (MOA) message

ALEXANDRIA CITY PUBLIC SCHOOLS

MEMORANDUM CF AGREEMENT (MOA)

If you want to register as a vendor with ACPS' Vendor Self
Service (VSS), you must accept the terms of this
Memorandum of Agreement (MOA). If you choose not to
accept these terms please retumn to the Home Page for
Guests. By continuing you agree to the terms and conditions
below:

Vendor certifies and warrants that the person submitting this
registration is duly authorized to register the vendor, and the
information is accurate and true. The Vendor further agrees
to maintain and keep the information current. The Vendor
hereby agrees on behalf of the Vendor and for the benefit of
the Alexandria City School Board dba Alexandria City Public
Schools (ACPS).

This MOA shall remain in effect for as long as the Vendor is
registered as a VSS vendor. Al rights are reserved by ACPS
and the Vendor to cancel the Vendor’s registration at any
time. In the event the Vlendor’s registration is cancelled, the
Vendor shall remain bound, if an award has been made, to

this MOA in regard to completion of any contract, purchase
order or any transaction that was made or administered in

whole or in part by using VSS.

By continuing Vendor hereby agrees to this MOA and all
contents herein.

ACPS Procurement Director

= o



2020-2025 STRATEGIC PLAN: EQUITY FOR ALL

VSS Registration

ACIPES selfSenic
17. Welcome to Vendor Self Service
screen will pop-up
18. Click on Create New Vendor (if there o
is no existing account with ACPS) or Click Vendor elfService
Bids

on Link to Existing (if there is already an
active account and a new user needs to
be added Note: Vendor number is
required)

ALEXANDRIA CITY PUBLIC SCHOOLS

17

Welcome to Vendor Self Service

A

No vendor information is linked to your account.

In order to fully use ice, please either
register a new ve ting vendor.
Create New Vendor OR M

Announcements

Welcome to the Alexandria City Public Schools (ACPS) Vendor Self Service Module. Thank you for your interest in doing business with ACPS. The Procurement Team is
looking forward to working with you. Please assemble the following information before continuing:

TaxID
Legal Businass Name

State Corporation Commission ID

©2023 Tyler Technologies, Inc.
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ACIPIS) self service

»

New Vendor Registration

o\fnur User 1D and password have been successfully set, Please continue with the registration process, @
Home

19. New Vendor Registration will open-up e Vendr Ragenton @

Company Information
me”

Bids Company Na

20. Type in Company Name (Line 1 on W-9) [I ey s @
21. Select Vendor Type: NON-PREFERRED

22. Type in your E-mail Address

23. Select FID or SSN based on (W-9) = :

“Vendor Type

24. Type your FID or SSN as it appears on s .

your W-9 : Zi::g::::fy:221::::2*::::::::;:@ - B
25. Re-type your FID or SSN o

26. Type address as it appears on Box 5 of s

27. Select Minority Business Enterprise - 5, 9

Your preferred payables delivery method(s).

only if your business classifies as a Minority e

Owned Business.
28. Click CONTINUE :

ALEXANDRIA CITY PUBLIC SCHOOLS
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VSS Registration

ACPS) seltsenvie
New Vendor Registration
29. Click Add and add the business name as .. I -
it appears on line 2 of your W-9 if different  enusersene v QLI
than name listed on line 1. B =
Name/DBA Address

Is Default

©2023 Tyler Technologies, Inc.
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VSS Registration

ACIPISH selfservice

New Vendor Registration

A General Vendor Contacts

Vendor Self Service

30. Type name as it appears on line 2 of -
your W-9,
31. Type address if different than original
address on W-9

32. Click SAVE S 30 _

uuuuu

uuuuu

cccccc

EEEEEE

ALEXANDRIA CITY PUBLIC SCHOOLS
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VSS Registration

ACIPESH self service ]
33. Click Continue once you are done New Vendor Registration
adding the dba (if any).

Vendor Self Service Addresses

Bids 2dd

ALEXANDRIA CITY PUBLIC SCHOOLS
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VSS Registration

ACIPISH self Service (2]

User Contact Information

34. Add User Contact Information for any o ‘I’
Point of contact for your company i.e |
Accounts Payable, Accounts receivables

etc.

35. Click Continue

g
ES
]
H

ALEXANDRIA CITY PUBLIC SCHOOLS
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VSS Registration

RoCIPES selServic (2]
36. Click Continue when done entering all H New Vendor Registration
. . ome General Vendor Contacts Step2
your point of contacts or new if you need S
to add additional contacts B i ot
Type Name Description Email Telephone

LORENA REYES LORENAREYES@ACPSKIZVALS 8344
Te

General Contacts

©2023 Tyler Technologies, Inc.
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NOPSI SelfService

37. Search the commodities that apply to Select Commdtes
the goods/services you will be providing. —

38. Put a check mark to the commodities = “’wm”‘m““"mqm‘“

that apply | .
39. Click add when all commodities have L 33__Je.

[n} 45 PAPER, FOR OFFICE AND PRINT SHOP LSE
been selected ’
[n} o1 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES
4 0 C I i C k co nti n u e [n] o5 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATIMG MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC.
° [n] o019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELGMS, NUTS, AND VEGETABLES
[n} 20 AGRICULTURAL EQUIPMEMT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS 022 FOR PARTS)
[n} 21 AGRICULTURAL EQUIPMEMT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS 022 FOR PARTS)
[n} 2 AGRICULTURAL EQUIPMEMT AND IMPLEMENT PARTS
[n} s IR COMPRESSCORS AND ACCESSORES
@ IR COMDITIONING, HEATING, AND VENTILATING EQUIPMENT, PARTS AND ACCESSORIES (SEE CLASS 740 ALSO)
e ]

Currently Added

There ane o commo s o display for this veniar @

£2023 Tyer Technalogies, nc

ALEXANDRIA CITY PUBLIC SCHOOLS
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VSS Registration

New Vendor Registration

(eas Review Step's
Vendor Self Service

teie
Bids

Please check that the information below is correct. Make changes if necessary, then click on “Register.”

General Information charaz

41. Click Attach to upload a copy of your -
W-9 . s

ALEXANDRIA, VA 7314

Fax Humber

42. Click Register o ==

EMail ACPSLORENAREVESDBGMAILCOM
web Site.
Vendar Type N HON-PREFERRED

Vendor Self Service
Address Information
dwnge

Bids

Name/DBA Address Default
1340 3RADDOCK L

LDREN REVES SUTERD

Test page ALEXANDRIA, VA
mu

Accounts Contacts
chenge

Type Mame Description Email Phone Text

GENERAL -

Gonersi Contacts | ORENAREVES LORENAREVESGACPSKIZNAUS  T03-619-8344

Commodities
change

Atachments

Vendor Self Service
Mtachment Type Descrlption Raquired Mtachments
Bids Gemeral Dacuments are not assigned 10 a type m»

i Vondor At ® [Shos |

Wyou want o regisber 8  wardon with ACPS” Vendor Se¥ Service (VSS, you must sccept of th Memarardum sceapt these o the Home Page for Guasts, By continuing
Vou s to the termy and conditions below

Vervdar cartifies snd wawants that the persan submitting this regiatration s duly suthceized 10 regi
erety agrees on behaltof the Vendor and for the banght of the Alesandrs City S<haol Board dba &)

v vender, and the information s securate snd trus, The Vendar further sgrees 1o muintain and kesp the information cument. The Vendor
uaniris City Pubsc Schoals (ACPS)

This MOA shall remain in effect for 8 long a4 the Vendor i registered 54 8 VSS vendor, All rght
el vamin bound, # Bn awsrd has been Mg, 10 Bhs MO i regard to compsation of sy cotr

revervad by ACPS 8nd the Vendor ta cancel the Vendars e
Purchass ordar or any LANEKCEGN that wes Mads ai adm

o Bt a1y e, I the #vent the Vendar's regiitration i cancelied, the Vendor
tored n Whase o in part By uting VSS.

By comtinuing Vendor hareby agrees 10 this MOA and ol contents herein,

ACPS Procurement Director

Oihave

o an accapt the term & conditions.

oin from using your beowsar's Beck or Retresh baution)

{ri <hick Reginter once an

ALEXANDRIA CITY PUBLIC SCHOOLS s e
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VSS Registration

Saving.....do not navigate away from this screen while sending data.

43. This screen will pop-up do not close this ... 43
page until your New Vendor Registration
page appears on the screen.

ALEXANDRIA CITY PUBLIC SCHOOLS



2020-2025 STRATEGIC PLAN: EQUITY FOR ALL

VSS Registration

44. Congratulations! Your registration has
been submitted successfully. A
procurement team member will contact
you when your account becomes active.

ALEXANDRIA CITY PUBLIC SCHOOLS

ACIPES el senice e

New Vendor Registration

Home Registration Confirmation w
okegistmtinn has been submitted. You will be contacted by an ACPS Procurement Team Member with next steps.

Vendor Self Service

Sincerely,
Vendor Information ACPS Procurement Director

_ []

Bids

You can now:

egister
10

©2023 Tyler Technologies, Inc.




