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Registration Guidelines: 

If you experience any difficulties with Vendor Self Service or have any questions please contact 
purchasing@surpriseaz.gov or call the Purchasing Division at 623-222-3700. 

1. Click on the Registration link on the left side of the screen.

mailto:purchasing@surpriseaz.gov
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2. Enter a User ID. This is what will be used to login to Vendor Self Service.

3. Re-Type the User ID.

4. Enter a Password. This will also be used to login to Vendor Self Service and will need to be
shared by anyone who will be accessing VSS.

5. Re-type the Password.

6. Enter a Password hint. In the event the password is forgotten, the password hint will be emailed
to the email address entered later in the registration process.

7. Type the numbers that appear in the box.

8. Click  to advance to Step 2. 
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Select GENERAL
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9. In Step 2 of 5 enter all company information. Fields denoted with an * are required.

10. In the Terms section, fill in these boxes if a terms discount is offered for prompt payment.
Example 1: terms of 2.5% 10, Net 30 [Enter “2.5” in the Discount Percentage box, Enter “10” in
the Days to Discount box, Enter “30” in the Days to Net box]
Example 2: terms of 1% 10 days [Enter “1.0” in the Discount Percentage box, Enter “10” in the
Days to Discount box, Enter “11” in the Days to Net box]

If no terms discount is offered, enter “0” in Discount Percentage and all the other boxes blank. 

11. Click  to advance to Step 3. 
12. Click Add for Remittance address Information

When Entering the bank 
routing number use this 
format xxxxxxxx-x 
(Dash before the last Digit)
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13. In Step 3 of 5 Enter all company remittance information.

14. Click  to Save Information 

15. Click  to advance to Step 4. 

16. Click to add contact(s) 
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17. Select Contact Type

18. In step 4 of 5 enter company contacts

19. Click to save Contact Information 

20. Click to add another 

21. Click to advance to Step 5. 
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22. In Step 5 review all registration information.

23. Click on the to add W-9 (required), Business Licenses, etc 
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24. Click on Browse and to attach your document 

25. Click the change link to make any changes to company information.

26. Check the Box for Terms & Conditions

27. Once the review is complete, click  to complete the initial registration process. In 
the following sections, register the company for commodities/services and download any
additional company forms to profile.
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28. The message above will appear when registration is complete.

29. You will receive an automated email with the company’s User ID and the link to Vendor Self
Service.

30. The Procurement Division will review your registration information within 4 business days.
Procurement will contact you ONLY if there are questions.




