Updating Information on an Existing Vendor Account

Welcome to the City of Boston’s Supplier Portal. To make changes, update information on an existing
vendor account, including signing up for direct deposit follow the detailed steps below.

1. Navigate to the boston.gov/procurement site, click on the ‘Go to Supplier Portal’
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2. Once logged in, click on ‘Main Menu’ then click on ‘Add/Update Vendor Profiles’.

Add to Favorites Sign aut

Top Menu ¢ ] [My Sell Events
Manage Events and Place Bids »
(3 Manage Contracts N Events —
- Event ID Event Name. Start Date/Time End Date/Time:
1 Change My Password Ev00005961 |TSE - PEDESTRIAN BUTTOMNS & SIGNALS 09/03/2018 9:00AM EDT | 09/18/2018 12:00 PM EDT
Add/Update Vendor Profiles

EV00005960 |TSE - TRAFFIC SIGNAL EQUIPMENT 09/03/2018 9:004M EDT | 08/18/2015 12:00 PM EDT
EV00005956 |BPL - Temp. Ramp McKim Building 08/27/2018 3:01PM EDT  09/11/2018 03:00 PM EDT
Recently Used pages now EV00005848 |Underaround Storage Tank Operstor A/B Services 08/10/2018 9:00AM EDT | 08i25/2018 12:00 PM EDT
appear under the Favorites EV00005940 |Boston Neighborhood Benches D9/03/2018 9:00AM EDT  |D9/18/2018 12:00 PM EDT
menu, located at the top left. EV00005937 |Ford 250 XLT 4x4 SuperCrew (MOEM) Everett 08/27/20128 9:004M EDT  09/11/201% 12:00 PM EDT
EV00005934 | Industrial Cleaning of Seven Firehouses 09/04/2018 9:00AM EDT  08/18/2018 12:00 PM EDT
Ev00005933 |E-350SD 4x4 wiPlow (BPR 08/27/2018 9:004M EDT  08/11/2018 12:00 PM EDT
EVD0005932 2019 Cab and Chassis with an 84 CA (BPR) 08/27/2018 9:00AM EDT  08/11/2018 12:00 PM EDT
- S PR— FYNNNNSa31 | Ford F-350 Ren Cah &' 40D (RCYF) NRPTHNIA SNNAM FNT  [08/11/2014 1200 BM FNT

3. To make changes to your vendor profile click on ‘Update Existing Vendor Information’

Add to Favorites Sign out
Favorites = Main Menu > AddjUpdate Vendor Frofiles

City of Boston Vendor eForm Home Page 4

Add New Vendor
Starl s new Electronic Vender form (eForm). Form submissions sre reviewed by CITY
OF BOSTCN staft. Emsil nofifications sre sent to you an final decision.

View Previous Submission

“View =il submitted eForms under your Operstor ID, including information sbout its
handling sa far. This is a read-anly view. |f you have never submitted an eForm, dicking
the link will bring back no results.

Ste your Vendor Information if you
jstabsse. If you do not heve 8 Vendor

profile, clicking the link will bring back no results.



http://www.boston.gov/departments/procurement

4. Make any necessary changes to the account in the appropriate fields. Click ‘Next’.

Welcome Paul Mack to the City of Boston Supplier Portal

Favorites  Main Menu »  Add/Update Vendor Profiles

Request to become a City of Boston Vendor by

Step 2 of 7: Vendor Contact Information

You cannot alter your business name in
the system. Click on the ‘Update your

Business Name’ link for additional info.
eForm 1D 98241

Vendor Name  Upcale your Business nama? Taxpayer identification Mumber
ace@ o e GR85
Business Name, I different from above “Couniry
USA G United States.
"Address 1; “City: " State: *Postal: i
[123 Main Boston m @, [0 Update the general email
DUNS Mumber Telephone Fax Numbar  Website address for the account. This
pitp:A is where PO’s will be sent if
Email . . .
Pau@acmeco com 1 _ this method of dispatch is
rr—— selected (see below).

“Riquined Field. Phease Make A Selection,

Individual ! Sobe Proprietor  '® Corporation Partnership Other

Type of Contractor . ! You can add additional
' AR ey addresses if necessary by
clicking the ‘+’ sign. The new

address fields will appear at the

Emenging Small Business L) Women-Owned Business L Veteran

O Disabled Individual lower left. You may need to
scroll down a bit to see them.
EXISTING ADDRESS
ADDRESS 1 ON FILE +
Safect 2l that soply al his locaticn EXISTING ADDRESS 1 ON FILE
# Ordering  * Invoice  * Remitting
Country

Vendor Conlact{s)
LSA United States

EXISTING CONTACT 1 ON FILE N ] -
Address 1: Type | Contract Signer v (@kenact Sipe”
123 Main -,
P Name Faul Mack ] You can add additional contact
Thia names to the account by
City: pnone| 1 exl 1 Phonem clicking the ‘+’ sign here. You
one xt ong Type s
Souh Basten ) can also make an existing User
5:::" Pl:?;l:;' Fax m'“f ID on the account capable of
Email pAGaMEco.Lem - .
To add an additonal location, click _ _ signing contracts. Click on the
the ! on the right margin of the User D Acmei2s a ‘Contract Signer’ info button for
form. details.
To remove this location, click the = (Purchase Order DistributionMethed |
on the right margin of the form # Check Here To Enable Delivery of Purchase Orders through Email. All
Contact Emailis) Entered For This Address Location Will Receive the
Purchase Order,

Check this box to receive <= Frevious

PO’s via email rather than
US mail. Enter email address
at top of screen beneath the

DUNS Number field.




5. For faster payments complete the direct deposit (A.C.H.) information. When all informations is
complete click on ‘Click to Sign’ then click ‘Next’.

(If you would rather receive a paper check via US mail you may opt out of direct deposit by checking
the ‘Direct Deposit Opt Out’ box in the lower left of the screen, then click ‘Next’.)

Welcome Paul Mack to the City of Boston Supplier Portal

Favorites  Main Menu >  Add/Update Vendor Profiles

Request to become a City of Boston Vendor é”"““’ °"

Step 3 of 7: ACH Enroliment for Direct Deposit

DIRECT DEPOSIT ENROLLMENT
PAYMENT TYPE DIRECT DEPOSIT

DIRECT DEPOSIT NEW ENROLLMENT
| Next STATUS

—_—

Previous

- Direct Deposit Form
CITY OF BOSTON

TREASURY DEPARTMENT
ACH VENDORMISCELLANEOUS PAYMENT
ENROLLMENT FORM

This form is used for Automated Clearing House (ACH) payments with an addendum record that contains payment.related
information processed through the Vendor Express Program. Recipients of these payments should bring this information to the
attention of their financial institution when presenting this form for completion.

Privacy Act Statement

The following information is provide to comply with the Privacy Act of 1974 (P.L. 93.579). All information collected on this form is
required under the provisions of 31 U, S, C. 3322 and CFR 210. This information will be used by the Treasury Department to
transmit payment data, by electronic means to vendor’s financial institution. Failure to provide the requested information may delay
or prevent the receipt of payments through the Automated Clearing House Payment System,

Financial Institution Information

*Bank Name "Address Gty  ‘State “PostalCode
e
*Bank Account Type  "Routing Number  *Bank Account Number 'r’hone ) Phone Extension
, y \ |
Direct Deposit Payment Notification
*Email ID
Signature

I hereby authorize the City of Boston's Treasurer's Office to ACH all payments due me at the financial institution indicated above.
The City of Boston Treasurer is authorized to debit my account or to adjust any over deposit made to my account. | will not hold my
bank liable for any erroneous deposits or adjustments made by the City of Boston Treasurer. This authorization may be cancelled
by the City Treasurer at any time or by an Authorized Official of above agency.

) | CicktoSign

<< Previous Next >>

. DIRECT DEPOSIT OPT OUT?

I



6. Review the W-9 Certification information. To proceed, click the ‘Click Here to Acknowledge’
button and then click ‘Next’. If item #2 does not apply, check the box as indicated.

City of " PaulMack on PSFNSP2
Boston

Favarites Main Menu > Department Self Service » COB Wendor eform

Request to become a City of Boston Vendor B’;‘_:thomd

Step 4 of 7: W-9 Certification

W-9 Certification
Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be
issued to me), and
2.

| am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been
notified by the Internal Revenue Service (IRS) that | am subject to backup withholding as a result of a failure to

report all interest or dividends, or (c) the IRS has notified me that | am no longer subject to backup withholding,
and

3. lama U.S. person {(including a U.S. resident alien).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently
subject to backup withholding because you have failed to report all interest and dividends on your tax return. For real
estate transactions, item 2 does not apply. For mortgage interest paid, acquisition or abandonment of secured property,
cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments other than
interest and dividends, you are not required to sign the Certification, but you must provide your correct TIN.

[_lCheck Here to Cross Out Item 2, if applicable

— _ CLICK HERE TO ACKNOWLEDGE

e

7. Check the box to confirm that neither you or the organization you represent are barred from
doing business with the City of Boston. Click ‘Next’.

City of " PaulMack on PSFNSP2

Boston

Favgrites Main Menu > DepartmentvSeIf Service > COB Vendor eform

Request to become a City of Boston Vendor gy =

Step 5 of 7: SAM Certification

The City of Boston will not enter into a business relationship with persons or entities currently debarred or suspended from
procurement by the federal or state government or the City of Boston.

— (2 By checking this box, I certify that the person or entity identified as the Vendor on this eForm is not debarred, suspended, proposed for
debarment, or otherwise declared ineligible from doing business with the federal or state government or the City of Boston, and that such

person or entity is not listed as a debarred or excluded party under the federal government's System for Award Management (
http://iwww.sam.gov) or the Commonwealth of Massachusetts' Debarment lists ( http./www.mass.gov/anf/budget-taxes-and-

procurement/procurement-info-and-res/conduct-a-procurement/procurement-considerations/vendor-debarment.itmi)



8. Review the summary page for accuract and click ‘Submit’.

Request to become a City of Boston Vendor

Step 6 of 7: Summary and Submizsion Page

Vendor Name Update your Business name? Taxpayer identification Number

Acme Co LT
Business Nama, I differsnt from above Country

LSA United States

Address 1: City: Snate: Postal:

123 Main South Bostan WA, 02110
DUNS Numbar Telephone Fax Humbsr Website

Frtkp

Emadl

LN
Vendor Classification
*Rasquired Fisld. Please Make A Selection.
Individual | Sole Proprigtor  * Corporation Parnership Qthar
Type of Contractar

1098 Applicatle?
Additienal Classification

Emerging Small Business. Women-Owned Business Veteran

Disablad Incliw idual

EXISTING ADDRESS

ADDRESS 1 ON FILE

Select all that apply a1 this location
EXISTING ADDRESS 1 OMN FILE
= Ordening |~ Invoice = Remitting

Country Vandor Contact{s)

HEA e States EXISTING CONTACT 1 OM FILE _ R
Address 1: Type Conract Signers (Fcontract Signer

123 Main
Address Name Paul Mack
Title President

City:

Bosion Phone §617-555-1000 Ext Phone Type
State: PosLal: Fax Mo,

A 02110

1 Emall paul meconmack shen. gow

To add an additonal location, click aee

the "l an the right margin of the | User D  Acme123

form.

To remove this location, click the (=) Purchase Order Distribution Methed
on the right margin of the form

= Check Here To Enable Dalivery of Purchase Orders through Email. All

Contact Email{s) Entered For This Address Location Will Recelve the
Purchase Order.

OWBand SAMcertificationas
* ENROLL IN ACH

[
) Check Here to Cross Iem 2 if applicable
= SAM Certification

Gy dgeed J DR 12 08 P0-27 by
PaulMack
L T R0 D

Fike Attachmenis

U pdicend Wi

1 UJpload | Wik | Delete

| Adg Fil Atachment

:n"uur Comument:

_Cmm-ant History:




9. Your vendor eForm will be forwarded to our auditing dept. for review. Once approved you will
be notified via email that your changes have been completed.

PaulMack on PSFNSP2

Favorites = Main Menu > Denamnerrt_SeIfSerme » COB Vendor eform

Authored by

Request to become a City of Boston Vendor B

Step 7 of 7: eForm Successfully Submitted

Operator ID: Acmel23

Operator ID Description: PaulMack

Form Submission Date: Monday at 02:24 PM September 10, 2018

Form Submission Type: Update to Vendor Profile - Viendor |1D: 0000089168
Form Status: Pending

Thank you. Your eForm is complete and submitted. City of Boston Staff will review
your form and notify you of the status.

View This Form Return to eForm Home Page

If you have any questions please don’t hesitate to contact supplier portal support at 617-635-4564.
You can also contact us by sending an email to vendor.questions@boston.gov

Thank you for using the supplier portal!


mailto:vendor.questions@boston.gov

