The City of Cincinnati

CFS,
AMS ADVANTAGE® 3

Vendor Self Service (VSS)
Users Guide

February 2008



SECTION 1:

SECTION 2

SECTION 3t

SECTION 4:

SECTION 5:

V88 AMS

VENDOR SELF SERVICE (VSS) SYSTEM
USERS GUIDE

TABLE OF CONTENTS

18 oo [T o o SR 1
Active Vendors- Stepsto Activate your Vendor ACCOUNT ........cccccueveererieeseesiesieesieenens 2
New Vendors - Stepsto Register asa Vendor with the City of Cincinnati ................ 11
ACCOUNT MAINTENANCE......cciiiiiieeie ittt sttt s sbe et st e b e e neenne e 26
Sear ch for BUSINESS OPPOrtUNITIES.......c.ceiuiiieiiieieeee sttt e 27



V88 AMS

SECTION 1: Introduction

1. Benefits of the Vendor Self Service (VSS) System

The City of Cincinnati Purchasing Division is pleased to introduce Vendor Self Service
(VSS) which enables vendors to:
e Register your organization with the City of Cincinnati and maintain your own
account information (addresses, contacts, commodities, etc.)
e Receive email notification of business opportunities
e Access solicitations
e Access other purchasing-related information

2. Accessing Vendor Self-Service

Y ou can access the City of Cincinnati Vendor Self Service by going to the City’s
website: www.cincinnati-oh.gov and selecting the link under “ Do Business,”
“Bids/Vendors,” and “Vendor Information.”

3. Questions or Problems

If you have questions or problems using the City of Cincinnati Vendor Self Service
System please send an email to V SSCustomerCare@cincinnati-oh.gov or call
513-352-2437, option # 1 for a Customer Care Support Member during regular business
hours of 8 am.-5 p.m., Monday-Friday.
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SECTION 2: Active Vendors - Steps to Activate your
Vendor Account

Account Activation
If you have done business with the City of Cincinnati in the past, your organization’s

information may already be in the City of Cincinnati VSS System. If your organization is
already in the VSS System, all you need to do is activate your account.

1. To activate your account, access the Vendor Self Service website at
www.cincinnati-oh.gov  and select the link under “Do Business’, Bids/VVendors,
and Vendor Information.

2. Onceyou have access VSS, click the Register button on the right side of the page
to activate or create your account.

<} Welcome City of Cincinnati Vendor. Self Service: LOGIN - Microsoft Internet Explorer, |Z||§|

File Edit Wiew Favorites Tools  Help

@Back - J @ @ \_h pSearch {E‘Favorites @ Di,-j:{v h_\?,, Iﬂ_fl - J ﬁ ﬁ

Address | ] http://172.18.201. 47 )webapp¥SSTEST fAdvantage v B ks ? &

Welcome to the City of Cincinnati Vendor Self
Service System

Hew Users
Registered Users
eqgisier
. Account Mairtenance g

- Add my company
- Add my location to existing accourt
. Create User ID for existing account

. Respond to Solictations

Uszer Mame : | |

Pasaa il | | Public Access
_ - Wiewy Posted Solicitations
- ey Awvard Motices

- Wiesne vendor to vendor solicitation comments

Forgot “rour Fasaward™ Click Here

B
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3. Ensurethat you have assembled the necessary information listed on the
Registration Requirements page. When you have assembled all of the
necessary information, click on the Continue button.

=} AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
Edit

File
@ Back - \_) E @ \t_;j p Search '*f:“\? Favorites @ D}_% - ":‘_\ﬁ Iy_.?] - l_‘J ﬁ ‘3

Address http:li172.18.201.47:81 fwebapp/¥SSTESTAdvantage b Go
" “i% - : vICE ' H Accessibility

elcome, Mesw L

Wiews  Fawvorites Tools  Help

Logout

AMS ADVANTAGE

Registration Requirements

help & advice

Menu

Already registered? Click here to login. Otherwise, continue below.

The vendor registration process is designed to gather infarmation that will be used in doing business wit
waur organization.

Itis essential that the information aboutyour organization is accurate and complete. The registration
process should take

1010 20 minutes to complete. Your information will not be saved until the registration is complete.

Flease be advized that vour session will time out after 15 minutes of inactivity - not saving your infarmatio
Assemble the fallowing information befare continuing: b

Infarmation on each location dfirst location entered will be considered the Headoguarters)
Tax D Mumber
Legal Business name
Contact Information (name, address, email, phone and fax
o Arcnnnt Administrator fnersnn resnnnsible forvoore acennnf

<N AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
Edit

File

@Back - -J @ @ \r_h pSearch *Favorites @ Dggv ':_\ﬁ Iy_';l - \_‘J ﬁ ﬁ

I

AMS ADVANTAGE

Wiews  Favorites  Tools  Help

The vendor registration process is designed to gather infarmation that will be used in doing husiness wit A
waur arganization.

Itis essential that the information aboutyour arganization is accurate and complete. The registration
process should take

1010 20 minutes to complete. Your information will not be saved until the registration is complete.

FPlease he advized that vour session will time out after 149 minutes of inactivity - not saving your informatio

Assemble the following information before continuing:

Infarmation an each location first location entered will be considered the Headguarters)
Tax 1D Mumhber
Legal Business name
Contact Information {name, address, email, phaone and fax)
< Account Administratar iperson respaonsible foryvour account)
< Ordering
< Payment
e Descriptions of your products and serices (for example, commodity codes)

|
(=
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4. The Search for your Company L ocation page provides a search field to search
for your company.

a. Inthe Company Name field enter your company name and click Search
b. The search resultswill list your company name.

X AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
Edit

File
@Back - -.\_;'J E @ \/_:j pSearch *Favorites @ Bv :; |.f)_.i7| - |_‘J ﬁ .‘ﬂ

Address @ http: ffefevssprfwebapp/VSSTEST Advantage W Go
n l\i\\\}‘ A\ SeLr Service ARG

ame, M t s artunitie: endor i i itional Information

Wiews Favorites  Tools  Help

AMS ADVANTAGE

Search for your company location

help & advice

hdenu

Please enter all or part of your company name and click 'Search'to see ifyvour location is already registered.
Wiildeard (% searches are allowed. For example, a search using 'computer® finds all Company Mames

whose hame begins with the word 'tomputer ' However, a search of Company Mame using *camputer™
would find all companies with the ward ‘tomputer anywhere in the name.

Company Mame :|

Legal Name | Location Name | Alias/DBA | HQ Account | Activated
Firzt | Frzcd Bl fEes
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5. Click Activate Account to open the Verification required page.

2} AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer
File Edit Wiew Favorites  Tools  Help ':,.

@Back @ \_) @ @ \’_h pSearch *Favorites @ &2' “:_\ﬁ IL’_.;I - \_‘J ﬁ .'3

address | ] httpijf172,18.201,47:81 {webapp/VSSTESTiAdvantage v B nks R

'“\i\\‘ Ve — - - -HE'P. #- ssfhmtv Logout

r

AMS ADVANTAGE

Search for your company location

help & advice

henu

Please enter all or part of vour company name and click 'Search'to see ifyour location is already registere

Company Name |abc

Legal Name Location Name | Alias/DBA | HQ Account | Activated
v AECCLIO Yes o e i—
ABC LABORATORIES Yes o w
ABC SCHOOL SUPPLY IMC Yes Mo w

Activate Accourt

AP R L e T R I R

<

2 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
Edit

File

eBack = -J @ @ \r_;j pSearch '*-E::'Y‘Favorites @ L/%' ‘“:-_\ﬁ Iy_;l = \_‘J ﬂ .ﬁ
Address http:/f172.18.201.47:81 fwebappfSSTEST fadvantage A
P/l

felcome, b

Wiew  Faworites  Tools  Help

AMS ADVANTAGE Sctivate & it o
(W= | (= wiwfu] ] B
v BBC LD Vs i3 2oid L ocation
Activate Accourt
ABC LABORATORIES Weg Mo B L e
Sctivate Account
ABC SCHOOL SURPLY INC Yes o 2 Location
Activate Accourt
MBI SIGH COMPARY ez M bod Locdtion
Activate Accourt
ABC SIGNS Yes iz 2l Location
Frzt | Fli=t | R | Last |
Is your company listed 7
Yesg, but my Location is not activated * Click Activate Account for the account vou wish to activate.

Yes, | found my Headguarters but not my * Click Ao Locahion to create new Location for the existing
Location Headguarters.

Yes, my Account is activated but | don't
know the login

Mo, Register Mow * New Registration

< |

v
< >
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6. Click Submit.

2 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

Filz

eBack - -J @ @ \I_;j pSearch ‘E'::E"Favorites @ B- ki_% E - \_‘J ﬂ .‘ﬁ

Address ] http://172,18.201,47:81 /webapp/YSSTESTjAdvantage [Edit with Microsoft Office Wordh. » @y -

[T
1

AMS ADVANTAGE

Edit  Wiew Favorites Tools  Help

Home Help Accessibility Logout

t oHLn; i i oF onal Information

Verification Required

help & advice

MO WEMDOR VERIFICATION PASEWORD REQUIRED FOR WERIFICATION. Please just verify that this is
the headguarter which you are part of and hit the submit button.

Wendor Yerification Fasswaord | Return to Yendor

Tax [0 Numbers must be 9 digits, ho dashes

Headguarters :

Passwords are set by your Account Administrator. Ifyou dantknow

LTI LT T the password, see the cantact infarmation helow.

Principal Contact ;
<

|l
|
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7. Read the Memorandum of Agreement thoroughly. If you accept the terms of the
agreement, click Accept Terms.

X AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

Favorites  Tools  Help

File
@Back - -\_;J @ @ \’_h pSearch *Favorites @ D?E' :\ﬁ |.f)_;| < |_‘J ﬁ -ﬁ
Address http:ffefsvssprimebapp/VSSTEST Advantage

Edit  Wiew

AMS ADVANTAGE

Memorandum of Agreement

help & advice

hdenu

City of Cincinnati Division of Purchasing Memorandum of Agreement

Thankvyou far jaining the City of Cincinnati supplier community. “ou must agree to the terms
defined below in order to:

® Cantinue with the Wendor Self Service (WES) registration procesz. If wou chooze not
to accept these terms, you will be returned to the Home Page for Guests,
® Pforoid hawing an existing registration deactivated/ecanceled.

“fou are strongly encouraged to clide on the "help & advice” buttan for more information.

Thizs bemorandum of Agreement (Agreement) sets forth the termsthat have been established
by the City of Cincinnati, Division of Purchasing to gowern all electronic procurement
transactions made between your firm ("Wendor and any agency or public body when such
elactronic procurement transaction is made, inwhole orin par, otilizing the City of Cincinnati
Criwision of Purchaszing Wendor Self Senice system (WSS

For purposes of thiz Agreement:

14
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8. The User Information page will require you to create aUser Name and
Password in the User Name/Password section.

a. Retype your Password in the Confirm Password field.
b. The Security Question field is available in case you misplace or forget
your V SS password.

c. Enter your email in the Email field and confirm the email addressin
Retype Email Address

d. Enter your phone number in the Phone field and your fax number in the
Fax field.

e. Click on Next

2} AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer X
File Edit Wiew Favorites  Tools  Help :,'

@Back = \_) @ @ fh () search *Favorites @ E»%v “*_\ﬁ ] - \_J ﬁ .'3
Address @ http:ff172,18,201.47:81 fwebapp/¥SSTEST/Advantage Go

Home Help Accessibility Logout

Welcome, Mewy User us vortunities  Yendor Registration  Forms and Additional Informetion  Administration

+ Step 1: User Information
Uzer Information
Step 2 Submit Redistration

User Information
Please establish a unigue User 1D {Login 1D) and Passwaord. Passwords and User ID's are case sensitih
and should he alphanumeric.

Legal Marme

‘User Mame (case Sensitive):l 'Passwurd:l

Case Sensitive Case Jensiive

"First Mame :I ‘Retype Passward li
‘Last Mame :I ‘Security Question ; I:
‘Ermnail :I "Security Answer li
‘Phone :I '‘Retype Security Answear l—

Format KRN0 Fau: I 0
Bitension I Format XCS0G

[ A
>
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9. If your registration was successful, the Verify & Submit Registration page will
appear. Select, Submit Registration, Cancel Registration or Back.

) AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer
File Edit Wiew Favorites  Tools  Help 'RF

eBack < -J @ @ \I_h pSearch *Favorites @ Bv .{_% IL’_JTI © \_‘J ﬁ .‘3

fddress btps /{172, 18,201 .47:81 fwebappfVSSTESTfAdvantage v Go | Lrks ® @~
', I‘i\ S =, Home Help Accessibility Logout
i t

Administration

“Wendor Registration  Forms and Additional Information

ortunities:

Step 1: User Information
~ Step 2 Submit Reistration

Verify & Submit Registration
Click the "Submit Registration’ button to complete your on-line registration. You may review your registration
priorto submitting it by clicking on the 'Back' button ar navigating through the registration pages on the lett

menu.
Submit Registration

Cancel Registration
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10. If your registration was successful, the Thank-Y ou page will appear.

If your registration doesn’t complete or the thank you page doesn’t appear, please
send an email to VSSCustomerCare@cincinnati-oh.gov or call 513-352-2437,

option # 1 for a Customer Care staff member during regular business hours of 8
am.-5 p.m., Monday-Friday.

2 AMS ADVANTAGE Vendor, Self Service - Microsoft Internet Explorer,

Fil= Edit Wiew Favorites Tools  Help

@Back - -J @ @ \/_:] pSearch *Favorites @ E:,-:{v :\; Iﬂ_;l - I_J ﬁ ﬁ

Heme Help Accessibility Logout

“endor Registration  Forms and Additional Informstion  Adm tian

pporunities

AMS ADVANTAGE

Thank You!

help & advice

henu

Congratulations, you have completed the registration process. You may naw login to %35 using the User
Mame and Password you just created.

For vendors activating their account for the first time, the account activation process
should be complete by the next business day or once the VSS fee payment is received.

Once the account is activated, you can access your account anytime 24/7.
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SECTION 3: New Vendors - Steps to Register as a
Vendor with the City of Cincinnati

1. To establish an account as a New Vendor, access the Vendor Self Service website
at www.cincinnati-oh.gov and select the link under “Do Business”,
Bids/VVendors, and VVendor Information.

2. Onceyou have accessed the VSS site, click the Register button on the right side
of the page to create your account.

2 Welcome City of Cincinnati Vendor Self Service: LOGIN - Microsoft Internet Explorer

Help

File
@Back - -\_’;l @ @ :_;j pSearch "-E’nl'sf‘Favorites E} D’fjg' h_;,.. ly_.;l - J ﬁ .ﬁ
Address ] http:/{172. 18.201,47:81 fwebapp/¥S5TEST/Advantage v Go
', l\m Vennor SeLr Service

Edit  Wew Favorites  Tools

Links > @~

|

Welcome to the City of Cincinnati Vendor Self
Service System

Hew Users
Registered Users Regist
- 151er
. Account Maintenance g
. Respond to Salicitations « Add my company

Ao my location to existing account
. Create User ID for existing account

Uzer Mame : | |

Paszword | | Public Access B

I— = . Wiewy Posted Solictations
- Wiewy Ayvard Motices

Forgot Wour Pasaward® Clidk Here . Wiy vendor to wendaor solicitstion comments

£
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3. Ensurethat you have assembled the necessary information listed on the
Registration Requirements page. When you have assembled all of the
necessary information, click on the Continue button.

=} AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

@ Back - -J @ @ \r_;j p Search "-‘;n'\'g‘ Favarikes @ D&? - “:-_\ﬁ I.U_.FI - I_J ﬁ .‘3
address |&] http:/172,18.201.47:81 fwebapp/¥SSTESTjAdvantage v Go Links ** @5 -
', l‘m -~ S R Home Help Accessibility Logout

felcome, T

ditional Information  Admini

AMS ADVANTAGE

>

Registration Requirements

help & advice

Menu

Already registered? Click here to login, Otherwise, continue below.

The vendor registration process is designed to gather infarmation that will be used in doing business wit
wour organization.

Itis essential that the information aboutyour organization is accurate and complete. The registration
process should take

1010 20 minutes to complete. Your information will not be saved until the registration is complete.

Flease be advized that vour session will time out after 15 minutes of inactivity - not saving your infarmatio

Assemble the fallowing information before continuing:

Infarmation on each location {first location entered will be considered the Headqguarters)
Tax D Mumber

Legal Business name

C:antarct Informatinn fmame arddress rmail nhone and fawn

<

) AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer
Edit

Eile

eBack < -\_) @ @ \r_;j pSearch '*-E::'g‘Favorites @ Dggv “:_\ﬁ IL’_}I - \_‘J ﬂ .ﬁ
Address @] http://172.18.201.47:81/webapp/¥SSTEST{Advantage w Go Links > @ -

ibility Logout

Wiews  Favorites  Tools  Help

LF SEZR\.'I{'[Z
=]
SLEGIELTEAAE The wvendor registration process is designed to gather infarmation that will be used in doing husiness wit A
wour organization.
ltig eszential that the information ahoutyour arganization is accurate and complete, The registration
process should take
10 to 20 minutes to complete. Your information will not be saved until the registration is complete.

Please be advised that your session will time out after 14 minutes of inactivity - not saving your infarmatio

Assemble the following infarmation befare continuing:

Infarmation an each location {first location entered will be considered the Headguarters)
Tax 1D Murnber
Legal Business name
Contact Information {name, address, email, phaone and fax)
o Account Administratar (person responsible forvour account)
o Ordering
< Payment
+ Descriptions ofyour products and services (for example, commodity codes)

|
[
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4. The Search for your Company L ocation will provide a search field to search for

your company.

¢ Inthe Company Name field enter your company name and click Search
e The search results should not return your company name. Once you
confirm that your company nameis not listed, click New Registration.

<3 AMS ADVANTAGE ¥endor Self Service - Microsoft Internet Explorer,
Edit

Favorikes  Tools  Help

File:
Qs - © (X B G Psewn o @ (2 % 31 - )L B
Address @ http:}/cfsvssprfwebapp/WSSTEST Advantage e Go

Wiew

Links ** & -

Logout

AMS ADVANTAGE

Search for your company location

help & advice

Menu

Flease enter all or part of your company name and click 'Search'to see ifyour location i already registered.
Wildcard %) searches are allowed. For example, a search using 'cormputer® finds all Company Mames

whose name heging with the word ‘computer.’ However, a search of Company Mame using *computer®
wolld find all companies with the woard ‘computer’ amywhere inthe name.

Carmpany Name:l

Legal Hame | Location Hame | Alias/DBA | HQ Account | Activated
t=het] PEE N Ex NEEST

3 AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer
Edit

File Wiews  Favorites Tools  Help

Qo - @ [ [ @ D Soroons @ (2- 02 - [JE 3
Address http:fi172,18.201.47:81 fwebapp/¥SSTESTfAdvantage - Go

onal Inform:

AMS ADVANTAGE

CDmpanyName'lthomas rdesc m

Legal Name Location Name | AliasMBA | HQ Account | Activated
v THOMAS R DESCHU ves M Bl SR,

Add Location

Flrstl =TET, | | =5t I Lastl

Is your company listed ?

wes, hut my Location is not activated * Click Activate Accowntfor the account you wish to activate.
Yes, | found my Headguarters but not my * Click Adic Location o create new Location for the existing
Location Headoguarters.

Wes, my Account is activated but 1 dont
know the login

Mo, Register Bow * MNew Registration

< |

» Contact your Headguarters for assistance.

=]

|
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5. Read the Memorandum of Agreement thoroughly. If you accept the terms of the
agreement, click Accept Terms.

) AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer,

File:

@ Back - -J @ @ \r_h p Search *Favorites @ &%' ;L_\; I.'ﬂ_;l - l_J ﬁ .ﬁ
Address hktp: i fefsvssprfwebapp/VSSTEST fAdvantage b Go
1IN '

ome U LN cor R OF| Inform

Edit Wiew Favorites  Tools  Help

Links > @& -

Home Help A bility Logout

AMS ADVANTAGE

Memorandum of Agreement

help & advice

heny

City of Cincinnati Division of Purchasing Memorandurn of Agreemernt

Thankyou for joining the City of Cincinnati supplier community. “ou must agree to the terms
defined below in order to:

#® Continue with the YWendor Self Serice (W55) registration process. If wou choose not
to accept these termsz, vou will be returned to the Home Page for Guests,
% foroid hawing an existing registration deactivated/canceled.

“rou are strongly encouraged to click on the "help & advice” button for more information.

Thiz Memorandum of Agreement (Agreement) sets forth the terms that have been established
by the City of Cincinnati, Division of Purchasing to gowern all electronic procurement
tranzactions made between yourfirm (Wendaor? and any agenay or public bady when such
electronic procurement transaction iz made, inwhole arin part, otilizing the City of Cincinnati
Crivizion of Purchazing Wendor Self Sendice system (WSS

For purposes of this Agreement:

|
[
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6. Inthe Business|nformation page verify your location by (select one).
7. IntheLocation Information and L egal Name areasfill in the requested
information. Complete the remainder of the page that applies to your company.

AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer kad
File Edit Yiew Favorites Tools  Help 4'

@Back - J @ @ \_;‘j pSearch “z,i'S"Favorites @ DE{- :‘\_&” ] - _J ﬁ .ﬁ
v|G0 Links ** @Y

Accessibility Logout

Address |@ http: /{172, 18,201 .47:51 fwebapp/VSSTESTiAdvantage

Step 1: Business Information

EFT Intormation — This page allows you to enter general information about your
| Emall and Organization int organization. Fields with a red asterisk () indicate required
| Discourt Information | fields. Fields without an asterisk are optional fields that do not
| Step 2 Userinformation require information to carnplets vendor registration.

Step 30 WS Information
| Step & Accourt Administrat MOTE: This site does not autormatically Save when you exit.

w Please resolve any errars and do not exit this site until you
Step 6 Paymert Address receive a confirmation of successful registration. Failure to

w complete registration will require all fields to be re-entered when
Step & Bidding Interests you return to the site. Mext >
Step 9: Preview: & Submit Fe

- wLocation Verification
This section will be uzed to establizh a password that other locations within your company
ill ke required to uze when registering s new location for your company.

“erify My Locations by - | v

The below fields are required anly if you
sejected "Create My Own® abowve,

Wendor Yerification Based on : |

Yendor Yerification Passward © |

[«
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8. Inthe User Information page, enter a unique user 1D and password.
9. User Name/Password section, enter the appropriate information.

e The Security Question field isavailable in case you misplace or forget
your V SS password.

e Enter your email in the Email field and confirm the email addressin
Retype Email Address

e Enter your phone number in the Phone field and your fax number in the
Fax field.

2 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
File Edit Wew Favorites Tools  Help ﬂl

eBack - J @ @ \,_;j pSearch {?Favorites @ Eg:{v :_\; ] - J ﬁ .‘3

Home Help Accessibility Logout

ation Forms and Additional Information  Administration

Step 1: Business Informeatior »
~ Step 2: User Information
Uszer Information

Step 3 ¥-9 Information

Step 4 Account Administrat

Step 5: Ordeting Address Step 2: User Information
Flease establish a unigue User 1D {Login 100 and
Password foryour W55 Account Administrataor.
Step & Bidding Interests Passwords and User ID's are case sensitive and
Step 9: Preview & Sulbmit Ry should be alphanurmeric. Please make note of your
User ID and Password for future reference.
o
chaw carp B

wUser Information

“UseriD "Paszword |
‘First Mame : | ‘Retype Password ; |
‘Last Marne | “Security Question :|

*Emnail - | *Security Answer |

|€

|
|~
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10. Enter the requested information on the W-9 Information page and click the
“Next” button.

AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer
File Edit Yiew Favorites Tools  Help :.'

eBack @ -\_:) @ @ \J_;j pSearch '\Z";:S"Favorites @ D}E- :\ﬁ I.U_.FI - \_J ﬁ .ﬂ

Address http: /{172, 1%.201.47:81 f'webapp/WSSTEST/Advantage o Go

Step 1: Business Information &
Step 20 User Information i
~ Step 3 W4-9 Information
Add Mewy Taxpaver D My
Taxpayer [0 Number &lre:
Step 4 Account Administrat Step 3: W-9 Information
Step 5 Ordering Address Flease enter infarmation from your W-9 form (Reguest
Step B Payiment Address for Taxpayer [dentification Murmber and Cedification).
Step 7 Billing Address
Step 8: Bidding Interests
Step 9: Prewview: & Submit R

ibility  Logout

~=Add New Taxpayer ID Humber
e & nesy Taxpayer ID Mumber by completing the information below. =

Taxpayer D Number:l

No gpaces or dashes

Taxpayer D Mumber Type -

Lenal Mame on -9 : |cbsw COrp

Business Mame :|
I aifferant frorm Legal Wame
Address : |

[«

R |
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11. Enter the requested information on the Account Administrator Address page and
click the “Next” button. The Account Administrator is the person who will be
responsible for maintaining your organization’s account in the City of Cincinnati
Vendor Self Service.

V88 AMS

) AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer

File Edit

Favaorites  Tools  Help

eBack < J @ @ \_h pSearch Lg::'g‘Fa\torites @ E’}:‘:{v .‘; IL’_.;I © J ﬂ .'3

/I\\\:

Step 1: Business Informatior
Step 2 Uset Information
Step 5 WHS Information
~ Step 4: Account Administrat
Addrass Information
Cortact Information

Contact Address

Step 5 Ordering Address
Step 6 Payment Address
Step 7: Biling Address

Step &: Bidding Interests
Step 8: Preview: & Submit R

Address (4] http:/{172.18.201,47:61 fwehapp/¥SSTEST{Advantage v Go

Home Help Accessibility

Forms and Additionsl Informstion

help & advice

Step 4: Account Administrator Address
Please enter the address ofthe administrator of this
account. Please note that Account Administrator,
Oridering and Payment addresses are required for

wendaor registration.
:

Links > @ -
Logout

Administration

r®Adidress Information
Please complete the address information below for your Account Administrator .

‘Street 1 | *Phane : |
Street 2 | Fhone Extension
ity - | Country: | United States
'State/Province | v|

"ZipiPostal Code Additional Address Info.

|
|
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12. Enter the requested information on the Ordering Address page and click the
“Next” button. The Ordering Address is where you want the City of Cincinnati to
send your orders. Asa shortcut, you can use the Account Administrator address
previously entered if it isthe same as the Ordering Address. Be sure to enter an
email address and select “Email” as the Correspondence Type if you wish to be
notified viaemail of new business opportunities with the City of Cincinnati.

) AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer
Edit  Wiew Favorites  Tools  Help "\"

File

eBack < \J @ @ \-_h ;j Search Lg::'g‘Fa\torites @ [:rjgv H__\&,. IL’_—I © _J ﬂ '3

@ tbp:ff172.158.201.47:81 fwebapp/WSSTEST/Advantage hd Go Links ** @ -

, lh \KI]E_\']:I[JF'_ S[E].[" S Home Help Accessibility Logout

Address

Busine: vortunities  Yendor Registration  Forms and Additionsl Informetion  Administration

Step 1. Business Informstior A
Step 2 User Information
Step 5 WHS Information

Step 4 Account Administrat

~ Step 5 Ordering Sddress .
Address Information Step 5: Ordering Address

Cortact Information Please enter the address where we should send your purchase

Contact Address arders. An Qrdering Address is required for vendar registration. If
Step 6 Payment Address wou needto add mare than ane ardering address, you may do so L
Step 7. Biling Address under"Account Maintainence” after you complete your
Step &: Bidding Irterests registration and log in.
Step 90 Previesw & Submit R

Copy Address and Contact O Account
Information From: Administrator

wAddress Information

did & nesw Ordering Address by completing the information below.

‘Street 1 | ‘Fhone : |
Street 2 | FPhone Extension
ity - | countre: | United States

L/
e
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13. Enter the requested information on the Payment Address page and click the
“Next” button. The Ordering Address is where you want the City of Cincinnati to
send your payments. As a shortcut, you can use the Account Administrator or
Ordering address previously entered if it is the same as the Payment Address.

) AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

eBack < \_J @ @ \_;j pSearch “E::'g‘ Favorites @ E:rjgv :; IL’_.;I - J ﬁ .'3
Address @] http://172.18.201.47:81/webapp/¥SSTEST{Advantage w Go Links > @ -
, I\ \ W o Home Help Accessibility Logout

Forms and Additional Informstion  Administration

Step 1. Business Informstior A
Step 2 User Information
Step 5 WHS Information
Step 4 Account Administrat
Step 5 Ordering Address

" Step B: Payment Address Step 6: Payment Address
Address Information Please enter the address where we should send your payments.

Contact Information APayment Address is reguired forwvendor registration. If wou
Contact Address need to add more than ane payment address, you may do sa
Step ling Address under"Account Maintainence” after you complete your L4
Step &: Bidding Irterests registration and log in.
Step 90 Previesw & Submit R

Copy Address and Contact O Account
Information From: Adrministrator

O ordeting

=wAddress Information

dd & nevy Payvment Address by completing the information below,
‘Streat 1 : | *Phane : |

Street 2 | Phone Extension :

|
|
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14. If applicable, click the“Add” button and enter the requested information on the
Billing Address page and click the “Next” button. The Billing Addressis where
you want the City of Cincinnati to send your bills.

AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help a'
eBack - \_) @ @ \_;‘j pSearch “z,i'S"Favorites @ D:;:{- :\?.. ] - J ﬁ .ﬁ

Address |@ http: /{172, 18,201 .47:51 fwebapp/VSSTESTiAdvantage

Step 1: Business Information &
Step 2 User Informeation ¥

Step 3 W3 Information
Step 4: Account Administrat
Step 5 Ordering Address

| Step 6 Payment Address Step 7: Billing Address {Optional)

Step 6: Payment Address
+ Step 7. Biling &ddress Please enterthe address to which we should send your bills by
clicking the ‘Add' button below. This information is optional and

Address Information
Cortact Informst may be skipped unless vou plan to respond to auctions. Ifyou

Cortact Address need to add more than one hilling address, you may do so under
Step 8 Bidding Interests "Account Maintainence” atter yvou complete vour registration and

Step 9 Preview & Submit Re log in.

Copy Address and Contact O Account
Information From: Administrator

lOli)rl:lering
O Payrment

—mRididraces Infarmatian

[«

|l
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15. Inthe Bidding Interests page you will be able to give us your Business Type, Area
and Commodity Codes.

=} AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help "\‘l
@ Back - J @ @ \_h p Search “‘;:‘l? Favorites @ E?:{ - .‘___\’!, ly_}l - ﬂ .‘3
address |&] http:/172,18.201.47:81 fwebapp/¥SSTESTjAdvantage ~ Go  Links 7 @~

T " ' Hi Hel Accessibili Loge
'{ Ih\ VEnpor SeLr s . R =

Administration

orunties  Wendor Registration  Forms and Additional Information

Step 1 ness Informatior A == 4
e Step 8: Bidding Interests
Rznd M Liprnsien Flease enter the Business Types, Service Areas,

w andior Commodities appropriate for your organization.

| Step S Ordering Address This information is optional but will be used to

determine when to send electronic solicitation

notifications.
BT
Step 9 Preview & Submit R .
=B Tvpe

Select the business typels) that describe your organization. Examples include woman-
owvned, minority-oeened, or small business . Click the \add' Button to view: and select the
appropriste Business Type for your organization.

Business Certification Certification Certification
Tyvpe Humber Start Date End Date

r¥Service Area
Eelect the areals) where vour organizstion can provide s services. Click the 'Sdd' button
o vieww and zelect the appropriste Service Area Zones for your organization.

[ Add | Delete |

€

Note: If you identify your company, organization as a Small Business you may link to
The City of Cincinnati Small Business Enterprise Program by going to www.cincinnati-
oh-gov click on (Do Business) look under Assistance/Incentives click on Small Business
Program. Y ou may also call the Small Business Enterprise Program Staff member at 513-
352-3154 with any questions you may have concerning the certification process.
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16.  Click the*Add” button and choose the commaodities that describe the goods and
services offered by your organization on the Commodity page and click the
“Next” button. These commodity codes will be used to notify you of new
business opportunities with the City of Cincinnati.

2 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

FEile Edit Wiews Fawvorites Tools Help
Qo - © - (=] (B | O sewen Porwornes @] 300 = - ) L& S

ress | 4] http: /192,168, 14. 137 fwebapp/vSSPRODY Advantage

Step 1: Creste Location

Step 2 User Information
Step 5 -8 Informetion

Step Billing &ddress
Step Service Area

~ Step 10 Commodity.
Step 11 Submit Redistration Eirarl e rves| Jmest

Commodity | Commodity Description

< Back Next >

Step 4 Account Administrator Commodity
Step 5 Ordering Address Select the Commodities that best describe the goods and services your organization provides. Click the 'add’ button to view the commodites available
Step B Pavment Sddress for your selection

Cancel Registration

2} AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer
Edit

Help

Tools

File

@Back - \_) @ @ \I_h pSearch ‘-E?'\?Favorites @ Bv .‘:_; IL’_JTI - LJ ﬁ .‘3

address | ] httpijf172,18.201,47:81 {webapp/VSSTESTiAdvantage v B e

Vi

Wiew  Fawvarites

Home Help Accessibility Logout

ditional Information  Admini

Faor

r ine uniti istration
AMS ADVANTAGE
Choose

Select one or moare Commoadities to associate to your campany. To search for
wour Camrmodity, enter in avalid Cammaodity Code or Description and click
Search. Please click Ok to save your changes.

Wildcard () searches are allowed. Far example, a search of Description using
‘tomputert finds all commaodities whose description hegins with the waord
‘computer.’ However, 3 search of Description using *computer®wauld find all
cammadities with the word ‘computer amahere in the description.

Clear |

CommadityiSenice Code : [31800]
Cormmaodity Description - |

Commodity Description Commodity/Service Code
|:| Sale, Removal And Disposal Of Junked Motor Yehicles 99395
[] ALL for search functionality ALL
T Noce lominnle 1 el ©selicen s A ebnd A Tenmbod Nonoe A4 £20 - A

<

230f 31



V88 AMS

17. Click on the “Next” button.

Y ou can how preview the information entered in the previous steps, make corrections if
needed and Submit Registration.

) AMS ADVANTAGE Yendor Self Service - Microsoft Internet Explorer

File Edit Wiew Favorites

Tools  Help a"

eBack < -J @ @ \/_;j pSearch '*-E::'g‘Favorites @ E:t_?v “‘_\ﬁ Iy_}l © \_J ﬂ .'3

Step 1: Business Informatior
Step 2 Uset Information
Step 5 WHS Information

Step 4 Account Administrat

Step 5 Ordering Address

Step B: Payment &ddress

Step 7 Biling Address

Step &: Bidding Interests

~ Step 3: Preview & Submit R

Address |&] http:j{172.18.201,47:81 fwebapp/VSSTESTiAdvantage v Go

Home Help Accessibility Logout

“Wendor Registration  Forms and Additional Information

portunities:

help & advice

Step 9: Preview & Submit Registration

This page displays a summary of all information entered in the previous steps.
Please review your redistration infarmation below and print a capy far your
recards. I you need to make a change, click the ‘Back” button or navigate
directly to the appropriate step using the left menu.

Click 'Submit'to complete your on-line registration. Canceling your registration
will resultin the loss of all entered information.

[Pint Submit

Step 1: Business Information ¥k

|
|
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18. If your registration was successful, the Thank-Y ou page will appear. See Account
Activation on Page 28 for details regarding the account activation process.

If your registration doesn’t complete or the thank you page doesn’t appear, please
send an email to V SSCustomerCare@cincinnati-oh.gov or call 513-352-2437,

option # 1 for a Customer Care staff member during regular business hours of 8
am.-5 p.m., Monday-Friday.

2 AMS ADVANTAGE Vendor Self Service - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help

@Back - J @ @ \_;‘j pSearch “z,i'S"Favorites @ DE{- :‘\_&” ] - _J ﬁ .ﬁ

Address | @] http://172.18.201.47:81 /webapp/¥SSTEST/Advantage v| BJeo ks * @
\ r 0 n Home Help Accessibility Logout
'/ Ih\\' Vennor Ser Service .
Er rtunities il

& ditional Informstion  Administration
AMS ADVANTAGE

Thank You!

help & advice

heny

Congratulations, you have completed the registration process. You may now login to WSS using the User
Mare and Password you just created.

New vendors establishing an account in VSS for the first time, the account will be
activated once the Purchasing Division receives the signed W-9 form (and any other
forms requested) and the VSS registration fee. Once the account is activated, you can
access your account anytime 24/7.
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SECTION 4: Account Maintenance

1. Begin by logging into VSS using your username and password.

2. Click on the “Account Maintenance” link on the main menu. From the Account
Maintenance page you can review and modify any information about your
organization.

Any modifications to your organization’s account will be reviewed by the City of
Cincinnati before it becomes effective. It is important that your organization’s
information is up-to-date so that your organization does not miss potential business
opportunities with the City of Cincinnati.

/2 AMS ADVANTAGE Vendor Self Service - Windows Internet Explorer

@: hd I@, hittp: Acfsapl8.roe. orgdwebappAYS SPROD AAdvantage j |§| |z‘ IGoogIe |o° '|
G dhf | @ AMS ADVANTAGE Vendor Seff Service fp - B - o=+ hPage - (i Took v

’I Ih\\.\‘ Vexnor Serr Servics Home  Help  Accessibility  Logout
Welcome, Mark Menkhaus My Bids Business Opportunities  Account Maintenance Forms and Additional Information
AMS ADVANTAGE

Welcome to the City of Cincinnati Vendor Self Service System

This site is divided into the following areas

« Business Opportunities - Allows you to search the current opporiunities available for competitive bids

« My Bids - You may view. edit, or check the status of bids you have submitted. Bids must be submitted before the closing
date

« Account Maintenance - Gives you the opporiunity to maintain your account information

« Forms and Additienal Informatien - Provides Depariment Listings, Bulletin Board View, and Forms that are available for
view and download online

The links at the top will allow you to move between the main areas of our sysitem

o stat| | (B @ O 7| & aMS Advantage - windo ||{§Aus ADVANTAGE V... « 425PM

Questions or Problems

If you have questions or problems using the City of Cincinnati Vendor Self Service
System, please send an email to VSSCustomerCare@cincinnati-oh.gov or call
513-352-2437, option # 1 for a Customer Care Support Member during regular business
hours of 8 a.m.-5 p.m., Monday-Friday.
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SECTION 5: Search for Business Opportunities

1. Vendors can access business opportunities with the City of Cincinnati by
accessing the City of Cincinnati Vendor Self Service System and utilizing the
following links:

Select the Business Opportunities link at the top of the page.
Select the Search for Solicitations link.

File Edit W%iew Favorites Tools Help

@Back < \_) @ @ \/_h pSearch \j‘\?Favor\tes @ E,:YR' :\ﬁ E‘E‘ 'ﬁ

Home  Help  Accessibility  Logout

Farms and Additional Information

Search for Solictations BUSiness Oppoﬂunities

Search for Reverse Auctions
Seach for Surplus Auctions W

2nu

This section provides access to the information about the various business opponunities currently svailable.

» Search for Solicitations SELL vour goods or services through the standard solicitation process

o Search for Reverse Auctions SELL your goods and serices by paricipating in arrline cormpetitive hidding with other vendors

+ Search for Surplus Auctiens BUY our surplus items

x | @ To help protect vour security, Internet Explorer has restricted this fils From showing active conkent that could access vour computer, Click here For options. ..

a Done ‘ﬂ Local intranet
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2. The Search for Solicitations page allows you to search by commaodity,
department, or solicitation status.

Click on the solicitation ID to view details on the solicitation.

AMS ADVANTAGE Vendor Self Servi
File Edit W%iew Favorites Tools Help a.

@Back - J @ @ \.’_b pSearch %j‘\?Favor\tes @ B' :; E‘E

3

~ Business Opportunities

Seorch for Solitefions Search for Solicitations

Search for Reverse Auctions

Seach for Surplus Auctions

hienuy

Search through our current postings of Standard Solicitation. Sell vour goods and serices through a standard solicitation process.

Bromee Clear

Commodities - | B status:
Depanmenm'l [Find |

Solicitation Amendment. Description Department Pu:‘:::eu
~ RFP-222-RFP177CPDCAMERA-1 Request for Proposals - Western Corridor camera surveilance Department Of Police 020652005
ITB-137-081 £301210-1 OEM Replacement Parts for John Deer Division Of Purchasing 104 02007
ITB-137-METEST3-3 2 Another Modificstion to MS Test 3 Divizion Of Purchasing 104 002007
[TB-137-TESTOS-1 Test 05 Divizion Of Purchasing  10A0/2007
ITB-137-MSTESTO2-2 1 Modification to TEST Mumber W0 Division Of Purchasing 10092007
ITB-137-MSTEST-3 2 modification TEST-dc Divigion Of Purchasing 10092007
ITB-137-MSTESTO4-2 1 Mocification - Test 04 Divizion Of Purchasing 104052007
ITB-137-071RI0S145-1 Gonorrhea and Chlamydia Testing Equipment and Supplies Divigion Of Purchasing  08/24/2007
BFQ-137-RFG BEDOTEDESIGN-1 Zonsutant Led Design/Build Team for Steamline for the 4 Divizion Of Purchasing 092472007
ITE-244-07 2PA01 263-1 (2008 MODEL) CLASS 8 PICKUP TRUCK W DUMP INSERT FOR RECREATI Div Of Fleet Services 080242007
et SErEv [NExt | Last
< I >

x | @ To help protect vour security, Internet Explorer has restricted this fils From showing active conkent that could access vour computer, Click here For options. ..

|

a Done ‘ﬂ Local intranet

‘T:’ éta_ﬁ : - ument - 1
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3. On the Salicitation Details View page, you can view the Invitation to Bid
information, post questions and answers using the Bulletin Board link and
download attachments by selecting the Attachments tab.

osoft Internet Explorer

File Edit W%iew Favorites Tools Help W

@Back = L) @ @ \.’_b pSearch %j‘\?Favor\tes @ ng E; B‘E
I . e Y

tal Information

v B ks »

Accessibility

Help Logout

~ Business Opportunities

Seorch for Solitefions Solicitation Details View

Search for Reverse Auctions

Seach for Surplus Auctions

hienuy
Fleage printthis page for future reference using the browser print comemand,

Questions and Answers Bulletin Board Pre-Qualified Vendors Notice of Intent to Award Motice of Award Public Bid Reading Auction Bids Amendment History
Create Response

Solicitation RFP1FTCPDCAMERA Attachaents

Solicitation: RFFA77 CPDCAMER S
Solisitation Type: Request for Proposals Status: Open
Description: Request for Proposals - Western Comidar camera sureillance Issued Date: 2062008
Closing Date: 2/28/2008
Closing Time: 12:00
Time Left 21 Days
Requesting Office: Central Furchasing Phone: (513) 352-3274
Izsuing Office: Central Furchasing Phone: (513) 352-3274

Contact Information

Michelle Schaber Phone: (512)252.2274
Email: Michelle.Schaben@eincinnati-oh.gow Fau:

Commodity Infor mation

Grouo 1: Default
£

x | @ To help protect vour security, Internet Explorer has restricted this fils From showing active conkent that could access vour computer, Click here For options. .. x

a Done ﬁ Local intranet
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4. From the Solicitation Attachments page, you can download the attachments by
selecting the Download Attachment link.

To return to the solicitation page for this document, select Return to Document
link.

Vendor Se et Explorer

File Edit Wiew Favorites Tools  Help ﬂ.

Qi © R EAG Pmo Frome @3- % =(L3

“

Be ks

Home  Help  Accessibilty  Logout

+ Business Opportunities
search for Solctations Solicitation Attachments

Search for Rewerse Suctions

Seach for Surplus Auctions help & advice

Menu

® RFP17FCPOCAMERA poi  1/25/05

First Prev Mext Last

Search

File Name : RFP177CPDCAMERA pof RFP177CPOCAMERA

Date - 1/25/08
#e Description :

Beturn to Document
Dowwnload Attachment

X | @ To help protect vour security, Internet Explorer has restricted this file Fram showing active content that could access vour computer, Click here For options. .. x

@ Done ‘j Local intranet
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5. After selecting the Download Attachment link, a File Download box will appear.

6. Select either Open to open it to your desktop, or choose Save to saveit to afile.
Select Cancel to return to the Solicitation Attachments page.

&

. Go Links **

Address @ hktp:ffcfsvssprfwebapp/VSSTEST,
Accessibllity

N

st b Sl Solicitation Attachments

Search for Reverse Auctions
Seach for Surplus Auctions

Logout

delitional Infarmation

help & advice

Menu

File Download

Do you want to open or save this file?

File Name
® RFF Mame: RFP177CRDCAMERA.pdf
First Prev Mext Last f Type: Adobe Acrobat Document:
—_— ] From: cFsvsspr
Search
File Mame : RFP17T [ Open |[ save |[ carcel |

Drate : 17246008

harrn vour computer. If you do not trust the source, do not open or

Return to Document 4
save thiz file. What's the risk?

Cownload Attachment

@ ‘while files from the Internet can be useful, some files can patentially

B i (1) To help protect your security, Inkernet Explorer has restricked this File From showing active content that could access your computer, Click here For options. .

‘Q Local intranet

* Start downloading from site: http:f/cFsvsspriwebapp/¥SSTEST fadvantage;jsessionid=0000m90C 11usGWirBrComdG I5er:-1

urment1
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