How to Link to an Account
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Identify. Authenticate. Empower.

[[] remember me
Register for a new account e

o Enter the email address and password associated with your VSS account.

@ If you have forgotten your password, click the Forgot Password link.

9 Click the Sign In button.



Welcome to Vendor Self Service
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Vendor Self Service
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No vendor information is linked to your account.
In order to fully use Vendor Self Service, please either
register a new vendor or link to an existing vendor.
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Announcements
Welcome to the City of Naperville's Vendor Self Service (VSS) portal.
Select the Link to Existing button to access your vendor information. DO NOT select Create New Vendor.

Please allow the Accounts Payable Team 1-2 business days to activate your account.

@ If you have previously worked with the City of Naperville, please DO NOT create a new vendor.
Please follow the instructions to link your vendor account. If you have not worked with the City prior

to January 2022, contact accountspayable@naperville.il.us.

e Click the Link to Existing button.

Link to Existing Vendor
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o Please enter your Vendor Number and your Vendor FID/SSN. If you need assistance locating your
vendor number, please refer to the appendix at the end of the document.



6 Click the Link to Existing button.
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@ Complete the following information:

Contact Type: Please select the contact type associated with your vendor
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General Vendor: You are a vendor that works with the City of Naperville

City Grant: If the vendor has a grant for the City of Naperville (internal)

Library Vendor: You work directly with the library department (internal)

Payroll Vendor: You work directly with our Payroll Department

PCard Vendor: You work directly with our Accounts Payable team as a purchasing card
vendor

Name: Provide the name of the user for the account

Description: Provide the role of the user (ex. Manager, Account Manager, etc.)
Phone Number: Best phone number to contact

Text/Opt-In: Leave blank. The City does not text vendors.

Fax: Please provide a fax number if applicable.

E-Mail: Provide your email address.

o Click the Continue button.



Welcome to Vendor Self Service
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Vendor Self Service

ccount s awaiting validation via an email sent to

PIN will be sent to you via the contact information yo

the PIN below to gain access to the vendor profile. @

Vendor Peohile Verdication - Metiage (Plain Tet])
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Vendor Profile Verification
o norephyE tylenech.oom
& new wser has registered for a Vendor Self Service acoount on behalf of your crganization and has requested to be sent the following PIN to verify thewr profile:
Pl
Ernail:
Fhoee NumEer!
e Mame:
I this prafilé iz valid, please forveard PIDIG The PIN i valsd until Moy 17 2021 9:11:51:217PM.

e A validation pin will be sent to the email address on file. Once the pin has been obtained from the
email address, enter it in the text box.

0 Click the Validate button.

Linking to Multiple Accounts
@ As a security measure, only one vendor can be linked to a VSS account email address. If you
attempt to link multiple vendor numbers to one VSS account, you will receive an error.

Please register a new VSS account with a different email address to link to an additional vendor(s).
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