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

re-directed to the registration screen 
or copy the link below.

https://acps.munisselfservice.com/defaul
t.aspx

1. Click on blue letters – CLICK HERE.

1

https://acps.munisselfservice.com/
https://acps.munisselfservice.com/default.aspx
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2. Click on Vendor Self Service 
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3. Click on Log in/Register 
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4. Click on Sign Up
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5. Type in your Email address 
6. Create your own password
7. Type your First Name 
8. Type your Last Name 
9. Click Sign up
10. You will receive a Verification email 
sent message 
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11. You will receive a Welcome Email to 
the address provided to activate your 
account 
12. Click on Activate account (this will re-
direct you again to the sign in screen)
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13. Type Email address entered at time of 
initial registration
14. Type Password entered at time of 
initial registration
15. Click Sign in
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16. You will receive a Memorandum of 
Agreement (MOA) message
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17. Welcome to Vendor Self Service 
screen will pop-up 
18. Click on Create New Vendor (if there 
is no existing account with ACPS) or Click 
on Link to Existing (if there is already an 
active account and a new user needs to 
be added Note: Vendor number is 
required)
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19. New Vendor Registration will open-up 
20. Type in Company Name (Line 1 on W-9)
21. Select Vendor Type: NON-PREFERRED 
22. Type in your E-mail Address 
23. Select FID or SSN based on (W-9)
24. Type your FID or SSN as it appears on 
your W-9
25. Re-type your FID or SSN
26. Type address as it appears on Box 5 of 
W-9
27. Select Minority Business Enterprise 
only if your business classifies as a Minority 
Owned Business. 
28. Click CONTINUE
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29. Click Add and add the business name as 
it appears on line 2 of your W-9 if different 
than name listed on line 1. 
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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 30
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33. Click Continue once you are done 
adding the dba (if any).
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34. Add User Contact Information for any 
Point of contact for your company i.e
Accounts Payable, Accounts receivables 
etc. 
35. Click Continue
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36. Click Continue when done entering all 
your point of contacts or new if you need 
to add additional contacts
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37. Search the commodities that apply to 
the goods/services you will be providing. 
38. Put a check mark to the commodities 
that apply
39. Click add when all commodities have 
been selected 
40. Click Continue
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41. Click Attach to upload a copy of your 
W-9 
42. Click Register
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43. This screen will pop-up do not close this 
page until your New Vendor Registration 
page appears on the screen. 
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44. Congratulations! Your registration has 
been submitted successfully. A 
procurement team member will contact 
you when your account becomes active. 
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