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Log in to VSS. 
1. Click on Register. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on Continue (you have already compiled the necessary business information). 
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Company Name Search. 
1. Enter part of your company name in the search field. Use the asterisk “*” as a wildcard 

(ex., *data* finds all companies with the word “data” in the name, data* finds all 
companies beginning with data.) Click on Search.  

 

Search Results 
A. If your company is not registered. 

1) Click on New Registration. 
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B. If your company is already registered. 
1) See separate instructions for Vendor Account Update/Modification. 

 

New Vendor Registration 
1. Read the Memorandum of Agreement and click on Accept Terms. You cannot proceed 

until you accept the terms.  

 
The new vendor registration is a nine (9) step process. Fields with a red asterisk * are required. 
Fields without an asterisk are optional and the information is not required to complete vendor 
registration. This site does not automatically save when you exit. Please resolve any errors and 
do not exit until you receive a successful registration confirmation. 
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Step 1: Business Information 
A. Location Verification 

1) Click on the drop down arrow and select No Password Required.  
B. Location Information and Legal Name 

1) Company 
a. Organization Type-select 

Company  
b. Classification-select 

Partnership, Corporation, 
Trust, Foreign, State 
Government, or Other 
Government  

c. Enter Company Name 
Click on Next 

2) Individual 
a. Organization Type-select 

Individual 
b. Classification-select 

Individual or Sole 
Proprietorship 

c. Enter First Name and Last 
Name) 

d. Click on Next

 
 
 

 

Company example 
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Step 2: User Information 
A. Enter a User ID (Case Sensitive and must be between 2 and 16 characters in length.)  
B. Enter First Name  
C. Enter Last Name  
D. Enter Email 
E. Enter Phone  
F. Enter Fax-required 
G. Enter Password (Case Sensitive and must be between 2 and 16 characters in length.) 
H. Retype Password 
I. Select a Security Question 
J. Enter Security Answer 
K. Retype Security Answer 
L. Click on Next 

 
 

Step 3: W-9 Information-Add New Taxpayer ID Number 
A. Enter Taxpayer ID Number 
B. Enter Taxpayer ID Number Type 

1) Company 
a. Select EIN from drop 

down list 
b. Enter Business Name (if 

different from Legal 
Name) 

c. Enter Address 
d. Enter City 
e. Select State 
f. Enter Zip 
g. Click on Next 

 

2) Individual 
a. Select SSN/TIN/ATIN 

from drop down list 
b. Enter Business Name (if 

different from Legal 
Name) 

c. Enter Address 
d. Enter City 
e. Select State 
f. Enter Zip 
g. Click on Next 
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Step 4: Account Administrator Address 
A. Address Information 

1) Enter Street 1 
2) Enter Street 2 (if applicable) 
3) Enter City 
4) Select State 
5) Enter Zip 
6) Select United States Country 
7) Click on Next 

B. Contact Information 
1) Enter Principal Contact 
2) Enter Email 
3) Enter Phone 
4) Select Fax 

C. Contact Address-complete only if different than above 
D. Click on Next 

 

Step 5: Ordering Address 
A. If Ordering Address is same as Account Administrator Address 

1) Click Copy Address and Contact Information From: Account Administrator radio 
button to populate fields 

2) Click On Next 
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B. If Ordering Address is different than Account Administrator Address, enter necessary 
information. 

C. Complete Contact Address information if different. 

Step 6: Payment Address 
A. If Payment Address is same as Account Administrator Address or Ordering Address 

1) Click on appropriate radio button to populate fields 
3) Click On Next. 

 
B. If Payment Address is different than Account Administrator Address or Ordering 

Address, enter necessary information 
C. Complete Contact Address information if different 

 

Step 7: Billing Address 
A. Billing Address is not required, 

1) Click On Next 
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Step 8: Bidding Interests 
A. Business Type 

1) Click on Business Type 
2) Click on Add 
3) Add at least one Business Type; enter Certification Number and dates if 

applicable 
4) Click On OK 

 
B. Service Area  

1) This information is not required. Go to Commodity. 
C. Commodity 

1) Click on Commodity 
2) Click on Add 
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3)  Select previously identified NIGP-classified commodity codes for your company 

(see Welcome page). A search can also be performed by Commodity/Service 
Code number, or partial Commodity Description. Use * for wildcards. 

4) Click appropriate commodity check boxes  
5) Click OK 

6) Click on Next after entering commodity codes. 
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Step 9: Preview & Submit Registration  
1) Review all information 
2) Make any necessary changes to each Step prior to submitting registration. 

a. Cancel-Cancels this registration process and information is not saved 
b. Back-Navigates back Step by Step to make any necessary changes 
c. Print- Prints a copy of registration information 

3) Click on Submit 

 
4) Successful registration generates a congratulations message.  

 
5) Your vendor number will not be activated until a completed W-9 form has been 

received (as indicated on Welcome page). 
 
 
 
 
 
 
 
Thank you for registering to conduct business with Baltimore County Public Schools. 

 


