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CHANGING AN EXISTING ADDRESS 

 

To view/update your VSS account,  log in at https://bcvss.broward.org 
and click on the ACCOUNT MAINTENANCE link. 

First, click on the ADDRESS INFORMATION section to view all of your company 
addresses.  You may have multiple address types such as “Procurement” (ordering 
address), “Payment” (address to which payments are sent), and “Web Registrar” 
(account administrator address).  Note that each address has an Address ID.  

 

To change an existing address, click on the MASTER ADDRESSES section.  A list of 
all master addresses will be displayed.   Click on the UPDATE link to the right of the 
address to be updated.  
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Make the changes as necessary (in this example, a suite number was added) and click 
on the SAVE CHANGES button.  You will need to follow these steps for each address 
code requiring an update. 

 

Note that the changes will not display on the MASTER ADDRESSES page until the 
next system update.  To verify that the system accepted the change, click on the VIEW 
PENDING CHANGES link. 
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The page will display the old value and the new value for the updated field(s): 
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ADDING A NEW ADDRESS 

 

To add a new address, click on the ADD ITEMS button from the ADDRESS 
INFORMATION page.  Note that new addresses must be added in the ADDRESS 
INFORMATION section as either a Web Registrar (Headquarters), Payment (where 
checks will be sent), or Procurement address (address for purchase orders).  A master 
address will then be created by the system automatically.   

 

 

 

Complete each section.   Note that the ACTIVE FROM date will populate automatically 
if you do not enter a date.  The ADDRESS ID field will automatically populate unless 
you want to select an address that has already been established in your profile, in which 
case you could click on the FIND button and select the existing address. 
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When populating the COUNTY field, click on the FIND button and select the option that 
best describes the location of your company headquarters. 

 

 

You should also add principal contact information and a contact address if different from 
the address just entered.  Note that notifications of bid opportunities are only sent to the 
principal contacts for the PROCUREMENT addresses. 
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To view the addition, click on the PENDING ADDITIONS button: 
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ADDING/UPDATING CONTACT INFORMATION 

 

NOTE:  EACH CONTACT MUST BE ASSOCIATED WITH A PROCUREMENT 
ADDRESS.  TO ADD A NEW CONTACT, YOU MUST ADD AN ADDITIONAL 
PROCUREMENT ADDRESS RECORD IN THE ADDRESS INFORMATION SECTION 
(see instructions above) AND ENTER THE NEW CONTACT INFORMATION IN THE 
PRINCIPAL CONTACT SECTION. 

To update existing contact information, click on the CONTACTS section and click on the 
UPDATE link next to the contact ID to be updated. 

 

When the contact information displays, update as necessary and click on the SAVE 
CHANGES button. 

To add an additional administrator for your vendor account, click on the USER 
INFORMATION section.  You may update existing information or add an additional 
administrator by clicking on the ADD ITEMS button.  Check the HEADQUARTERS 
MASTER USER box if the person requires updating rights as well as view rights.  Click 
on the SAVE CHANGES button after all updates have been completed. 
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DELETING (INACTIVATING) AN ADDRESS 

The VSS system will not allow you to “delete” an address.  However, you may 
“inactivate” the address by clicking on the ADDRESS INFORMATION SECTION, 
clicking UPDATE next to the address to be inactivated, and entering an ACTIVE TO 
date for the address, which represents the date the address is no longer valid.  Note 
that the date entered should be at least two days in the future.  The Default Record field 
should also be unchecked. 

 

 

 

 

  

 

Remember to click the SAVE CHANGES button before proceeding.   Click on VIEW 
PENDING CHANGES to see the changes you’ve just entered.  The pending changes 
will no longer display after the system updates the information to the vendor file. 

Once your changes have been saved, simply log out of the system. 
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Direct any questions regarding your vendor profile to bcvss@broward.org. 

 


