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CHANGE MASTER ADDRESS
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Step 1:  From the 
Welcome page enter User 
Name and Password.  
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Step 2:  Select Account Maintenance from 
the Individual Vendor Home page.
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Step 3:  Click the Vendor 
Address link in the Account 
Maintenance Home page.
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Step 4:  Click the Update 
link in the highlighted line of 
addresses.
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Step 5:  In this section the 
user may update Street, 
City, State, Zip, and/or 
Phone number.  Once the 
user has completed the 
changes, click Save 
Changes.
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Step 6:  This will redirect the Vendor to the 
Vendor Address Homepage. The user will see a 
check mark in the pending changes box, 
indicating the change has been sent to the 
Purchasing Department for approval and update.

To verify the changes have been saved properly,   
select the View Pending Changes link in the 
selected Address line.
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The Pending Changes will reflect the previous address as “Old Value” 
and the newly changed address as “New Value”
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IMPORTANT NOTE:  Once the user’s changes 
have been made, approved, and set to active,  the 
administrator should get an email notifying him/her 
of this new update.  This update should come within 
24-48 hours of the change.  
If the user does not see the change in the above 
mentioned time frame please contact 

Purchasing
Noel C. Taylor Municipal Building 
215 Church Avenue, Room 202
Roanoke, VA 24011
540-853-2871

VSSHELP@Roanokeva.gov 
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ADD NEW CONTACTS
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Step 1:  From the 
Welcome page enter User 
Name and Password.  
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Step 2:  Select Account Maintenance from 
the Individual Vendor Home page.
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Step 3:  Click on the 
Contacts link in the 
Account Maintenance 
Home page.
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Step 4:  In the Contacts Homepage of Account 
Maintenance the user will be able to see all 
Contacts listed for this location.  

To add a Contact:  click on Add Items.
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Step 5:  The user will be directed to the Update Contacts page as shown above. In this field the user will enter all the information 
of the new contact. For Address ID location,  click the Find tab. This will prompt  a menu as shown below.  Select the address of 
the location to add the new contact and it will automatically populate in the Update Contacts page. Click Save Changes.
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Step 6:  The user will be 
prompted back to the main 
Contacts page as show here in 
the top left.  

To view the changes and 
confirm the information select 
Pending Additions. 
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IMPORTANT NOTE:  Once the user’s additions 
have been made, approved, and set to active,  the 
administrator should get an email notifying him/her 
of this new update.  This update should come within 
24-48 hours of the change.  
If the user does not see the change in the above 
mentioned time frame please contact 

Purchasing
Noel C. Taylor Municipal Building 
215 Church Avenue, Room 202
Roanoke, VA 24011
540-853-2871

VSSHELP@Roanokeva.gov 
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EDIT AN EXISTING CONTACT
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Step 1:  From the 
Welcome page enter User 
Name and Password.  
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Step 2:  Select Account Maintenance from 
the Individual Vendor Home page.
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Step 3:  Click the Contacts 
link in the Account 
Maintenance Home page.
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Step 4:  The user will be able to see all Contacts 
listed for this location.  

To edit an existing contact; click the Update link in 
the line of the user wish to edit.
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Step 5:  In this case the user 
would like to add a direct 
extension to a current contact.

In the Phone Extension field, 
insert the new extension line (15 
in this case).  

Click the  Save Changes tab.
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Step 6:  The user will be 
prompted back to the main 
Contacts page as show here in 
the top left.

To view the changes and 
confirm the user may select 
View Pending Changes
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IMPORTANT NOTE:  Once the user’s additions or 
changes have been made, approved, and set to 
active,  the administrator should get an email 
notifying him/her of this new update.  This update 
should come within 24-48 hours of the change.  
If the user does not see the change in the above 
mentioned time frame please contact 

Purchasing
Noel C. Taylor Municipal Building 
215 Church Avenue, Room 202
Roanoke, VA 24011
540-853-2871

VSSHELP@Roanokeva.gov 
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ADD/DELTE A BUSINESS TYPE
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Step 1:  From the 
Welcome page enter User 
Name and Password.  



30

Step 2:  Select Account Maintenance from 
the Individual Vendor Home page.
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Step 3:  Click on the 
Business Type link in the 
Account Maintenance 
Home page.
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Step 4:  The user will be able to see all Business Type(s) on file for their location.  From this page 
he/she will either be able to:

1.  To edit this list,  OR

2.  Add a new Business Type.



33

A.  Updating Information 
(in this case the 
Certification Information):

i.In the Update Business 
Types page, edit the 
Certification No,. Start Date, 
and/or End date.

ii.Click Save Changes. 

1.  To edit a Business Type, the user must first click Update:

From the Update screen the user can do one of two things (a) Update information provided, OR (b) Delette a business type.
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The user will be prompted back to the main Business Types list where a check mark will indicate the edited item.  
The user may verify the change by clicking View Pending Changes in the selected line for a detailed edit 
explanation (as shown below).
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b.  Deleting a Business 
Type:

In the Business Type List, click 
the line to be deleted.  Once 
the check mark indicates the 
chosen line, click the Update 
tab  (as shown in the above 
picture.)

The Update Business Types 
page will open.  Verify the 
Business type is the type the 
user wishes to delete, and 
click Delete and  Save 
Changes..  
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The user will be prompted back to the main Business Types list where a check mark will indicate the edited 
item(s).  The user may verify the change by clicking View Pending Changes in the selected line for a detailed edit 
explanation (as shown below).
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2. Add a new Business Type to the current 
list.

From the Business Types list, click Add Items.

From the Business Type menu  select the 
box(es) of the Business types to be added in 
the current list. 

Once all boxes that apply are selected, click 
OK.
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The user will be directed back to the 
Update Business screen where the 
Certification No. and Start and End 
Dates must be completed.  

Click Save changes.

Note:  In the Business Types menu, 
the user will not immediately see the 
added items.  To verify these 
additions, click Pending Additions.  
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The user will be prompted to the View New Business Types.  

In this menu he/she will be able to view all pending additions.

Upon verifying all additions, click back to the main Business 
Type page. 
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IMPORTANT NOTE:  Once the user’s additions or 
changes have been made, approved, and set to 
active,  the administrator should get an email 
notifying him/her of this new update.  This update 
should come within 24-48 hours of the change.  
If the user does not see the change in the above 
mentioned time frame please contact 

Purchasing
Noel C. Taylor Municipal Building 
215 Church Avenue, Room 202
Roanoke, VA 24011
540-853-2871

VSSHELP@Roanokeva.gov 
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ADD/DELTE A SERVICE
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Step 1:  From the 
Welcome page enter User 
Name and Password.  
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Step 2:  Select Account Maintenance from 
the Individual Vendor Home page.
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Step 3:  Click on the 
Service Areas link in the 
Account Maintenance 
Home page.
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Step 4:  The user will be able to see all Service Areas on file for their 
location.  

To edit this list click Update.
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1.   Adding a Service Area:

a. In the Service Area List, click the 
Add Items tab (as shown in the top 
left)

b.  In the Service Area Zone menu (as 
shown in the bottom left) click the 
box(es) for all items user wish to 
add to  the Service Area list and 
select OK.

Step 5:  A user can change their commodities list by:

1. Adding a new Service Area to the existing 
list, OR

2. Deleting a current Service Area.
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The user will be prompted back to the Update Service Area list to 

view all current Service Areas.
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2.   Deleting a Service Area:

In the Service Area List, click the line to be 
deleted.  Once the check mark indicates the 
chosen line, click Delete.   

The user will be prompted to a new update 
Service Area list in the Update Service 
Areas page where the deleted item will no 
longer be listed. ( as shown to the right.)

Click Save Changes.
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Step 7:  The user may verify changes by:

1. Noting the list of Service Area(s) 
listed in the Service Area Menu to 
see if there are any Pending 
changes checked. (In this case the 
box is not shown as we added to 
the current list without deleting any 
existing areas.)

2. Clicking on Pending Additions to 
view the additional service area 
selected to be added to the current 
list.
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IMPORTANT NOTE:  Once the user’s additions or 
changes have been made, approved, and set to 
active,  the administrator should get an email 
notifying him/her of this new update.  This update 
should come within 24-48 hours of the change.  
If the user does not see the change in the above 
mentioned time frame please contact 

Purchasing
Noel C. Taylor Municipal Building 
215 Church Avenue, Room 202
Roanoke, VA 24011
540-853-2871

VSSHELP@Roanokeva.gov 
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CHANGE/ADD COMMODITY
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Step 1:  From the 
Welcome page enter User 
Name and Password.  
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Step 2:  Select Account Maintenance from 
the Individual Vendor Home page.
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Step 3:  Click on the 
Commodities link in the 
Account Maintenance 
Home page.



55

Step 4:  In the Commodities page the user will be able to see all 
commodities that the user offers.  

To edit this list click Update.
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Step 5:  User can change the commodities list by:

1. Deleting a current commodity, OR

2. Adding a new commodity to the existing 
list.

1.   Deleting a Commodity:

In the Commodity/Service Code 
List, click the line to be deleted.  
Once the check mark indicates 
the chosen line, click Delete.  (as 
shown in the above picture.)

The user will be prompted back to 
the main Commodities page and 
menu where the deleted item will 
no longer be listed. ( as shown to 
the right.)
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2.   Adding a Commodity:

a. In the Commodity/Service Code 
List, click the Add Items tab (as 
shown to the left)

b. In the Commodity/Description box 
choose part or all of the 
Commodity Description using the 
wildcard (*) and click Search.

c. Click the box for all item(s) user 
wishes to add to the commodity list 
and select OK.  

Repeat steps as necessary for multiple 
additions.
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Step 6:  The user will be 
prompted back to the main 
commodities list to view all 
current commodities. 

Once all necessary 
deletions/additions have been 
made, click Save Changes. 
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Step 7:  The user prompted back to 
the main Commodities page in 
Account Maintenance as show here 
in the top left.

From here the user may verify 
changes made by:

1.Noting the check box in the 
commodity selected for deletion for 
all existing commodities to be edited 
(as shown in the top right), and

2.Clicking on Pending Additions to 
view the   commodities selected to 
be added to the current list (as 
shown in the bottom left).
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IMPORTANT NOTE:  Once the user’s additions or 
changes have been made, approved, and set to 
active,  the administrator should get an email 
notifying him/her of this new update.  This update 
should come within 24-48 hours of the change.  
If the user does not see the change in the above 
mentioned time frame please contact 

Purchasing
Noel C. Taylor Municipal Building 
215 Church Avenue, Room 202
Roanoke, VA 24011
540-853-2871

VSSHELP@Roanokeva.gov
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