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1. Loginto Vendor Self Service Portal
2. After Logging in you should see a screen that is similar to this:

Welcome to Vendor Self Service

Home

Vendor Self Service

A

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.

Create New Vendor OR m

Announcements
Weleome to the City of Lompoc Self Service for Business Vendors
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3. Clickon “Link to Existing”.


https://selfservice2.ci.lompoc.ca.us/vss/Vendors/default.aspx

4. You should see a screen that looks like this:
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Link to Existing Vendor

Home

Vendor Self Service Q

Enter the information below to search for an existing vendor.

‘endor Number Vendor FID/SSN

Link to Existing
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5. Please enter your Vendor Number or you FID/SSN number, then click on “Link to Existing”. If you don’t know
your vendor number, email AP@ci.lompoc.ca.us and we can look it up for you.
6. Contactinformation page is displayed. Please complete and click Continue. (need screen shot)
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Vendor Self Service

Vendor Information

1099 R

Checks
Invoices
Purchase Orders

Contracts

7. Onthis screen, click on Vendor Information.

8. Commodities page may be displayed (need screen shot). Choose a code, click Add and then Finish


mailto:AP@ci.lompoc.ca.us

9. Click on Change at the top of the screen.
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10. Scroll to the bottom of the Vendor Information Screen, and enter your bank account information as shown
here:

Minority Business Enterprise
e [ Minerity Business Enterprise.

Website Minority Business Enterprise Classifications.
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Vendor Self Service

DUNS General

California Permit Numiber

Federal Tax ID Number or Social Security Number

“FID o SSN
Orp  Ossn
*FID/SSN *Re-type FID/SSN
Payment Terms Bank Information
Discount Percentage  Days to Discount Days to Net Bank Routing Number Bank Account Number Bank Account Type
0 0 0 Checking ¥
Your preferred payables delivery methad(s). — —
1234 Anystreet Court
vl E-Mail Anycity, A 12345
Your preferred purchasing delivery method(s). Pay tothe ordar of
Onail - E-Mail petirs
Bank Anywhere
| 123258780, 123456789123 11234
Routing Account Check
Number Number Number

PRI SN SN

11. Click “Update”
12. Send an email to AP@ci.lompoc.ca.us and let us know that you have completed the above steps. We will

then go into your profile and enable EFT payments. Your first payment after setting up EFT will still be a
physical check as we send the Pre-Note to the Bank for verification.
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