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BROWARD COUNTY VENDOR SELF SERVICE (VSS) INITIAL REGISTRATION INSTRUCTIONS 

 

WELCOME SCREEN 

If you have previously established a Vendor Self Service (VSS) User Name and Password, you may log in 

on the left side of the screen to make changes to your company profile. 

If you are a new registrant or you are an existing vendor, but have not yet established a User Name and 

Password, click the “Register” button on the right side of the screen. 
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REGISTRATION REQUIREMENTS 

This page provides a list of information you should have at your disposal prior to registering.   The last 

item, commodity code selection, includes a link to the Broward County commodity code list.  This is a 

searchable pdf document which you can use to select the commodity codes which apply to your 

organization.  Although you can select your codes during the registration process, it is helpful if you 

select them in advance. 

When you have gathered the necessary information, click on the “Continue” button at the bottom of the 

page. 
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SEARCH FOR YOUR COMPANY LOCATION 

Prior to registering, please verify that your company is not currently in our system.  To search for your 

company, enter the name of your firm in the “Company Name” field.  Using an asterisk (*) as a wildcard 

by placing it before and after a part of your company name will usually provide better search results 

since the system will display all records which contain the information you’ve entered.   

For example, entering *ACME* will display all company names which include the word “ACME”, while 

entering only the word “ACME” without the asterisk will only display company names which begin with 

the word “ACME”.  Click on the “SEARCH” button to look for your organization. 

 

 

The system will display a list or all companies which meet your search criteria.  If there are more than 

five records, you may click on the “Next” button to view additional records. 
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ACTIVATING AN EXISTING ACCOUNT  (IF YOU ARE A NEW VENDOR, 

PLEASE PROCEED TO PAGE 7 FOR INSTRUCTIONS) 

If your company is listed, but the Activated column shows “NO”, click on the link “Activate Account” to 

the right of your company name.   Once you have verified your Tax ID number, you will have an 

opportunity to create a User ID and Password for VSS, which will activate your Vendor Self-Service (VSS) 

account.  You can then use this User ID and Password to log in to VSS and update your company profile. 

 

To “activate” your account, enter your Tax ID number  in the field labeled “Vendor Verification 

Password”.  Then click the “Submit” button. 
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You will be asked to read the “Memorandum of Agreement”.  To continue you must click the “Accept 

Terms” button at the bottom of the page.  When the User Information page displays, enter a User Name 

(to be used for future access to your account), enter your first and last name, email address, phone 

number, password (to be used with your User ID for future access to your account), retype the password 

to verify, select a Security Question by clicking on the down arrow, enter the answer to the question 

selected,  re-type the answer for verification, and click the “Next” button. 

When the “Verify & Submit Registration” page displays, click on the “Submit Registration” button.  You 

should receive a message stating that you have completed the registration process. 
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If your company is listed and the Activated column shows “YES”, but you don’t know your User 

ID/Password, please contact the administrator at your company headquarters or send an email to 

BCVSS@broward.org. 
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NEW REGISTRATION 

If your company is not listed, click on the “New Registration” button at the bottom of the page. 

 

 

MEMORANDUM OF AGREEMENT 

Please read this page and click the “Accept Terms” button to continue with your registration.   If you 

click “Reject Terms”, you will be returned to the previous screen. 
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STEP 1: BUSINESS INFORMATION 

The left side of this page lists the various steps involved in the vendor registration process.   Note that 

you can use these links to navigate to sections you have previously completed, but only after completing 

the page you are currently on.  The top of the page displays a link to “Forms and Additional Information” 

which will allow you to view/print  W-9 and W-8 forms and a pdf listing of commodity codes.  The upper 

right corner also displays a “help & advice” button to assist you. 

Required fields are indicated by a red asterisk (*). 

 Location Verification 

 Verify My Locations by:  Click on the down arrow and select “Use my Taxpayer ID Number”. 

 

 

Company Information and Legal Name 

Organization Type:  Click on the down arrow to select the type which fits your company  

If you select “Individual”, you will be required to enter a First and Last Name.  If you select 

“Company”,  you will be required to enter a Company Name. 

NOTE:  PLEASE ENTER TEXT INFORMATION USING UPPER CASE LETTERS. 

Classification: Click on the down arrow to choose the appropriate classification for your 

organization. 

Alias/DBA: Enter your “Doing Business As” name, if appropriate 
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Once you have completed this page, click on the “Next” button at the top or bottom of the 

page.  If you have not completed all required fields properly, the system will display a yellow bar 

with a message at the top of the screen.  Click on “here” in the message to view it.  After 

following the instructions found in the message, click on the “Next” button. 
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STEP 2: USER INFORMATION 

This screen enables you to establish a User ID and password, which can be used to log in to your 

account. 

User ID – Case sensitive and must be between 2 and 16 characters in length 

First Name/Last Name:  These fields should reflect the name of the person who will be the main contact 

for your account. 

Email : Provide the email address for the main contact for your account.  The county will use this email 

address to contact you. 

Phone:  Enter the telephone number in the format indicated (with dashes) 

Password:  Case sensitive and must be between 2 and 16 characters in length. 

Retype Password:  Retype your password for verification. 

Security Question:  Click on the down arrow to choose a security question.  If you forget your password 

in the future, the system will ask the question you select to verify your authority to log in.   

Security Answer:  Type the correct answer to the question selected in the above field. 

Retype Security Answer:  Type the answer to the question again for verification. 
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When you have completed the page, click on the “Next” 

button.
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STEP 3: W-9 INFORMATION 

Taxpayer ID Number: Enter your Taxpayer ID number (no dashes) 

Taxpayer ID Number Type:  Select EIN for corporations or SSN for individuals 

Enter your company Legal Name which matches your  W-9 form and add the address information as 

indicated.  Then click the “Next” button. 
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STEP 4: ACCOUNT ADMINISTRATOR ADDRESS 

Street  1: Enter  the address of the Account Administrator for your company.  This will be the 

“master address”. 

Street 2:  Enter additional address information, such as Suite # 

City:   City is required 

State/Province:   Select your state or province from the drop down list 

Zip/Postal Code:  Required 

County: Click on the “Find” button to select the appropriate county location of your 

headquarters.  Click “Select” next to the appropriate County Name. 

Phone:   Enter the phone number for your company headquarters. 

Country:  Select the appropriate country from the drop down list. 

 

 

Principal Contact: Enter the name of the main contact for your headquarters address. 

Email:   Enter the email address for your Account Administrator 

Correspondence Type: Select “Email” from the drop down list 

Phone:   Enter the phone number for your main headquarters  contact. 

Mobile Phone/Emergency Phone: Enter this information, if available. 
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Click the “Next Button” at the top or bottom of the page. 

 

 

NOTE:  Each section allows the entry of only one address/contact.  To create additional 

addresses/contacts for your firm, you must complete and submit your initial registration and then log 

into the system using your User ID and Password.  Once you are logged in, you can click on the “Account 

Maintenance” link to provide additional address/contact information or to update your profile. 
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STEP 5:  ORDERING ADDRESS 

This page is used to enter the address and contact information which will be used for purchase orders.   

This section should include contact information for your company’s sales personnel. 

To avoid duplicate data entry, you may copy the address/contact information from the previous Account 

Administrator page by clicking on the radio button next to “Account Administrator” at the top of the 

page.  Please wait until the screen populates before clicking “Next” to go to the next page.  You may edit 

information on the current page, which will not affect the data in the Administrator section from which 

you copied.  

 

 

If the ordering address/contact  information is different from the Account Administrator 

address/contact information, please enter each field as indicated. 
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Click the “Next Button” at the top or bottom of the page to proceed. 

STEP 6:   PAYMENT ADDRESS 

This page is used to enter the address and contact information which will be used for sending payments 

to your company. 

You may copy the address/contact information from the previous Account Administrator or Ordering 

page by clicking on the radio button next to appropriate radio button at the top of the page.  Please wait 

until the screen populates before clicking “Next” to go to the next page.  You may also make any 

revisions to the information before proceeding. 

If the payment address/contact  information is different from the Account Administrator  or Ordering 

address/contact information, please enter each field as indicated. 

Click the “Next Button” at the top or bottom of the page to proceed. 
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STEP 7: BIDDING INTERESTS 

This screen is used to select the commodity codes which represent the goods/services which your 

company can provide for the County.   Your firm will be notified of solicitation opportunities based on 

the commodity codes you choose.  If you want to be a registered vendor but you do not wish to receive 

email notifications of current solicitations, please select ONLY commodity code 99999. 

To select your commodity codes, click on the “Add” button.   

 

If you already know the commodity code number you wish to select, you may enter it in the 

“Commodity/Service Code” field and click on the “Search” button.   You may also search by description 

by entering a word (or words) in the “Commodity Description” field.  It is recommended that you place 

an asterisk (*) before and after the word(s) you enter since this will display results which contain your 

search criteria in any part of the commodity description.  

 For example, entering *tractor* will display all commodity descriptions which contain the word 

“tractor”.  If your search displays more than ten (10) commodity codes, you can click on the “Next” link 

at the bottom of the list to display additional codes meeting your criteria.   However, if you wish to 

select a commodity code displayed,  check the box to the left of the description and click the “OK” 

button at the bottom of the page to save your selection before proceeding to the next page or searching 

for another commodity code.  Note that commodity codes beginning with “0 thru 8” relate to 

“commodities” and commodity codes beginning with a “9” relate to “services”. 
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The screen will display the commodity codes you’ve selected.  To choose additional codes, click on the 

“Add” button.  To continue to the next section, click the “Next button”. 
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STEP 8: PREVIEW & SUBMIT REGISTRATION 

This screen provides an opportunity to review your registration before submitting it.  You may click on 

any section in the left panel to update information.  Prior to submitting your registration, it is suggested 

that you print the document by clicking on the “Print” button in the upper center portion of the page.   

Then click on the “Submit” button to submit your registration.   

 

 

Note:  To screen print any page, right click on the page and select “Print Page”. 
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THANK YOU! 

A screen should display stating that you have completed the registration process.  The page includes a 

link to the Small Business Development Division for those vendors which desire to apply for SBE, CBE, or 

DBE certification.   

 

 

 

 

 

 

 


