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CHANGE MASTER ADDRESS




W™ City of Roanoke

‘ﬂVendur Self Service

Welcome to The City of Roanoke's
Vendor Self Service System

Step 1: From the
Click the links below for step-by-step instructions:
Welcome 2El)E enter M . Doing Business with The City of Roanoke
Name and Password. . Reqistration and Activation
» Account Maintenance
.Respond to Solicitations

Hew Users
Registered Users

. Account Maintenance

.Respond to Solidtations -Add my company
. Add my location to existing account

. Create User ID for existing account
User Name : |
Password I Public Access
- . Viiew Posted Solicitations

Forget Your Pzssword? Click Here «View Award Notices

If you need assistance, please contact the City of Roanoke Purchasing Division via email at VSSHELP @Roanokeva.qov or call (540) 853-2871 Monday through Friday between 8:00am and 5:00pm




City of Roanoke
‘ﬂ‘u’endur Self Service

Welcome, James Dixon ortunitiez My Bids Account Mail

AMS ADVANTAGE

Welcome to the City of Roanoke Vendor Self Service System

This site is divided into the following areas:

* Business Opportunities - Allows you to search the current bid or proposal opportunities,

¢ My Bids/Proposals - fou may view, edit, or check the status of bids or proposals you have submitted,

* Account Maintenance - Gives you the opportunity to maintain your account information.

¢ Forms and Additional Information - Provides forms that are available for view and download online,

The links at the top will allow you to move between the main areas of our system.

Mote: Do not use the back button on your internet browser. Only use the back button located on Vendor Self Service pages.

Step 2: Select Account Maintenance from
the Individual Vendor Home page.




Account Maintenance

This section will allow you to maintain the information about your account. Please update your information as your operation changes.

Headguarters Information This section allows you to view and edit information about the Headquarters of your location, You may update location verification security and the Headquarters web address,
Vendor Addresses This section allows you to view and edit street address information, Vendor Addresses may be shared amona locations that share the same Headquarters Account,

Contacts This section allows you to view and edit contact information, Contacts may be shared among locations that share the same Headquarters Account,

Location Information This section allaws you to view and edit mare specific information related to your location such as Legal Name, Organization Type, Classification, EFT Information, and Discount Terms.

Address Information This section allows you to view and edit which addresses are listed to receive orders, payments, or bills for your location. You may set the Active To and From dates to be assodiated with an address, as well as indicate additional
notes and information, Street Address and Contact information must be edited on the Master Address and Contact tabs, respectively,

W-3 Information This section allows you to view and edit information related to your W-9 form, such as TIN, TIN Type, and Name, as well as the Address to which 1099 Forms will be sent,
Business Types This section allows you to view and edit the business types that describe your organization,

Service Areas This section allows you to view and edit the aeoaraphical areals) that your business serves,

Commodities This section allows you to view and edit the commodities that your company offers.

User Information This section allows you to view and edit your Y55 User ID, password, user contact and security information,

Location Users This section allows you to view and edit the list of users whao are assigned to this location,

State Corporate Commission Requlatory agency for business and economic interests in Virginia. .

Step 3: Click the Vendor
Address link in the Account
Maintenance Home page.




Welcome, James Dixon Business Opporfunities My Bids  Account Maintenance Forms and Additional Inform

+ Account Maintenance

Headguarters Information Vendor Addressas

Wendor Addresses

Contacts
Location Information

Address hnformation The current list of all the addresses on file for your m‘ganizalion_ Please click Update fo modify‘ or delete E."Iistiﬂg address informafion.
V-0 Information Only‘ authorized users can |:hange E."IiStiﬂg information.

Business Types
Service Aregs
Commodities
Uzer Information
Location Uzers

State Corporation Commizzion ;
= F|r5t Frey | Last

State/Province | Zip/Postal Code | Pending Changes

< AROO7 123 Annafrel Street  Roanoke  Virginia

Country : US4
40-230-3000

Step 4: Click the Update
link in the highlighted line of
addresses.




City of Roanoke

_"‘ Vendor Sel

Welcome, James Dixon Buginezs Opportunitiez My Bids  Account Maintenance  Forms and

» Account Maintenance
Headquarters information
Headguarters Information Update Master Addresses
Vendor Addresses
Contacts

Location Information . . _ . .
Address mformation Edit the values below and click Save Changes to save your changes. A red star denotes a required field. When creating a new entry,

14-9 Information if the Address ID field is empty, a new Address ID will be generated and assigned fo you. Please keep in mind that all changes made
Business Types to an existing address will not update all your locations that use this Address ID. Prior updates that have nof yet been approved are
Service Areas displayed in this view.

Commodties

lJzer Information
N

Location Users
e = save Changes ) Cancel | Delete
State Corporation Commission -

Address [0+ ARQO Country : | United States of America v Step 5: In this section the
’ ——p  Phone ! [540-230-3000 user may update Street,
Format City, State, Zip, and/or

Phone number. Once the
— :F'.uanuh’.r: Phone Extension | user has completed the
*State Province :‘n.f'irginia | changes, click Save
Zip[Postal Code : 2013 Changes.



City of Ro

jﬂ Vendor 5

Welcome, James Dixon Business Opportunities My Bids  Account Maint

+ Account Maintenance

Headguarters Infermation
Vendor Addrezses

Contacts

Location Information . . . . . -
Rare=iormahon The current list of all the addresses on file for your organization. Please click Update to modify or delete existing addre

W8 Information Only authorized users can change existing information.

Buzinezz Types
Service Areas

Commodities Address ID
Uszer Information

Location Users
State Corporation Commig=icn :
Flrst F'FE'-.-' Last

Address ID ; AROOT7 Country : USA
- el Street Phone : 540-230 ] ] ]
Phone Extension : Step 6: This will redirect the Vendor to the

Vendor Address Homepage. The user will see a
e/ VA check mark in the pending changes box,

Zip[Postal Code : 24015 indicating the change has been sent to the
Purchasing Department for approval and update.

Vendor Addresses

Street 1 City State/Province | 7ip/Postal Code | Pendin: “hanges

~  ARDOT 123 Annafrel Street  Roanoke  Virginia

To verify the changes have been saved properly,
select the View Pending Changes link in the
selected Address line.




Welcome, James Dixon

» Account Maintenance
Headguarters Information

Vendor Addrezzss

Contactz

Location Information

Addrezs Information

-3 Information
Buzinezs Types

Beryice Arsaz

Commodiies

Businezs Opportunities My Bids  Account Maintenance Forms ami

——

View Pending Changes

This view displays all changes that have nof yet taken effect for the current record. A status of New Change indicates that the pending
change has yet to be submitted for approval. The pending change will be assigned an On Hold status while a prior change is awaiting
approval. A Pending Approval status indicates that the pending change has been submitted and is awaiting approval. Click on "help &
advice" for more information.

Uzer Information

Location Uzers

State Corporation Commizzion

Field Label | Table Name
v Street 1 Master Addresses

Last Action Date | Old Value New Value Status
06/29/2011 123 Annafrel Street 1066 Hwy 321 Service Road  New Change

Firstl Preul Nextl Lastl

Table Name : Master Addresses
Last Action Date : 06/29/2011
User 1D : Arbarists Plus
Status : New Change
Field Label : §
alue : 123 Annafrel Strest
w Value : 1068 Hiy 321 Service Road
(ld Memo Vallg™
New Memo Value :

The Pending Changes will reflect the previous address as “Old Value”
and the newly changed address as “New Value”




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




ADD NEW CONTACTS




W™ City of Roanoke

‘ﬂVendur Self Service

Welcome to The City of Roanoke's
Vendor Self Service System

Step 1: From the
Click the links below for step-by-step instructions:
Welcome 2El)E enter M . Doing Business with The City of Roanoke
Name and Password. . Reqistration and Activation
» Account Maintenance
.Respond to Solicitations

Hew Users
Registered Users

. Account Maintenance

.Respond to Solidtations -Add my company
. Add my location to existing account

. Create User ID for existing account
User Name : |
Password I Public Access
- . Viiew Posted Solicitations

Forget Your Pzssword? Click Here «View Award Notices

If you need assistance, please contact the City of Roanoke Purchasing Division via email at VSSHELP @Roanokeva.qov or call (540) 853-2871 Monday through Friday between 8:00am and 5:00pm




City of Roanoke
‘ﬂ‘u’endur Self Service

Welcome, James Dixon ortunitiez My Bids Account Mail

AMS ADVANTAGE

Welcome to the City of Roanoke Vendor Self Service System

This site is divided into the following areas:

* Business Opportunities - Allows you to search the current bid or proposal opportunities,

¢ My Bids/Proposals - fou may view, edit, or check the status of bids or proposals you have submitted,

* Account Maintenance - Gives you the opportunity to maintain your account information.

¢ Forms and Additional Information - Provides forms that are available for view and download online,

The links at the top will allow you to move between the main areas of our system.

Mote: Do not use the back button on your internet browser. Only use the back button located on Vendor Self Service pages.

Step 2: Select Account Maintenance from
the Individual Vendor Home page.




Account Maintenance

This section will allow you to maintain the information about your account. Please update your information as your operation changes.

Headguarters Information This section allows you to view and edit information about the Headquarters of your location, You may update location verification security and the Headquarters web address,
Vendor Addresses This section allows you to view and edit street address information, Vendor Addresses may be shared amona locations that share the same Headquarters Account,

Contacts This section allows you to view and edit contact information, Contacts may be shared among locations that share the same Headquarters Account,

Location Information This section allaws you to view and edit mare specific information related to your location such as Legal Name, Organization Type, Classification, EFT Information, and Discount Terms.

Address Information This section allows you to view and edit which addresses are listed to receive orders, payments, or bills for your location. You may set the Active To and From dates to be assodiated with an address, as well as indicate additional
notes and information, Street Address and Contact information must be edited on the Master Address and Contact tabs, respectively,

W-3 Information This section allows you to view and edit information related to your W-9 form, such as TIN, TIN Type, and Name, as well as the Address to which 1099 Forms will be sent,
Business Types This section allows you to view and edit the business types that describe your organization,

Service Areas This section allows you to view and edit the aeoaraphical areals) that your business serves,

Commodities This section allows you to view and edit the commodities that your company offers.

User Information This section allows you to view and edit your Y55 User ID, password, user contact and security information,

Location Users This section allows you to view and edit the list of users whao are assigned to this location,

State Corporate Commission Requlatory agency for business and economic interests in Virginia. .

Step 3: Click on the
Contacts link in the
Account Maintenance




anoke
elf Service

ortunities My Bids Accou

Contacts

All Contacts on file for your organization. Please click Update to edit or delete existing contact information. Only 4
change existing information.

Contact Il | Contact Name Pending Changes
~  CTOOF James Dixon jdixon@arboristsplus.com  540-230-3000 Lpdate View Pending Changes

Firstl Preul Hextl LastI

Contact ID : CTOOT Fhone : 540-230-3000
Contact Mame : James Dixon FPhone Extension :
Email : jdixon@arboristsplus. com Alternate Phone :
Address ID : ARO07F alternate Phone Extension |
Street 1: 123 Annafrel Street Fax

Z=shee Alternate Fax : Step 4: In the Contacts Homepage of Account
City : Roanaoke

. Maintenance the user will be able to see all
State/Province VA . . .
Zip/Postal Code : 24018 Contacts listed for this location.

Country : LISA

To add a Contact: click on Add ltems.




Update Contacts Update Contacts

Edit the values below and click on Save Changes to save your changes. A red star denotes a ¢
entry, if the Contact ID field is empty, a new Contact ID will be generated and assigned to you. A
made to an existing contact will update all of your addresses that use this Contact ID. Prior upd
displayed in this view.

Edif the values below and click on Save Changes fo save your changes. A red star de

eniry, if the Contact 1D field is empty, a new Confact ID will be generated and assigned
made to an existing contact will update all of your addresses that use this Contact 1D. B
displayed in this view.

[sovecharges |
Save Cha Cancel | Delete
- - ContactID: ::PthE : IE4D-853—28T1
ContactID : *Phane :I *Contact Name :Iﬂirginia Faircloth Format XXY=XXY-K000
*Contact Name ; | Y -
Format XX-RE-X0K *Email ; |virgini faircloth@roanokey Phone Extension :I
kS i .l— ion A
Eml : Phone Extension I Address ID : [sR007 €= Altemate Phane : I—
Address ID: Atenate Phone Street 1: 123 Annafrel Street Format XXX-00000
Sireet 1 Format XXXy Street2: Alternate Phone Extension ; I
Street 2 Alternate Phone Extension : I City : Roanoke Fay: |
City s State Province : VA '
State Province : Fax: ZipjPostal Code : 24013 Format XOr-oo=oeor
Zip/Postal Code : Format X000 Country ; USA Alternate Fax :I
Country : Alternate Fax I Format XXX=0-x0y

Format XXY-X-0Y

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.

Browse Clear
Headquarters Account : | Address ID : |

Street 1: City |
State Province : | Zip/Postal Code : |

Headguarters Account | Address ID Street 1 City State/Province | Fip/Postal Code
Select WS0000000003 ARODDF 123 Annafrel Street  Roanoke VA 24018

Cancel First Previous Mext Last




All Contacts on file Tor your organization. Please click Update to edit or delete existing contact information. COn
change existing information.

Contact ID | Contact Name
~  CTOOF James Dixon jdixon@arboristsplus.com  540-230-3000 Update Wiew Pending Changes

Firstl Preul Ne:e:tl Lastl

[ “Add ttems ] Pending addiion= I ey

Contact ID : CTOOF Phone @ 540-230-3000
Contact Mame : James Dixon Phone Extension @
Email : jdixon@arboristsplus.com Altermnate Phone
Address ID : AROODT Altermnate Phone Extension :
Street 1 @ 123 annafrel Street Fax :
Street 2 : Alternate Fax @
City : Roanoke

stabefF'rD'u'ince WA Step 6 The user Wl” be
FpResEl Cone prompted back to the main

Contacts page as show here in
the top left.

View MNew Contacts

To view the changes and
This view displays all new records that have not yet been inserted onto the Contactd confirm the information select

record has yet to be submitted for approval. A pending Approval status indicates tha . ”
approval. Click on "help & advice" for more information. Pending Additions.

Contact ID | Contact Name Email Phone Status
~ CTO09 Virginia Faircloth  wirgini. faircloth @roanckeva.gov  540-853-2871 Mew Change

FirstI Preul Nextl Lastl

Contact ID : CTOOS Phone : 540-353-2871
Contact Mame : Virginia Faircloth Fhone Extension :
Email : virgini. faircloth@roancokeva.gov Alternate Phone :
Address ID : AROO7 Alternate Phone Extension :
Street 1: Fax :
Street 2@ Alternate Fax :
City :
State /Province :
Zip/Postal Code :
Country :




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




EDIT AN EXISTING CONTACT




W™ City of Roanoke

‘ﬂVendur Self Service

Welcome to The City of Roanoke's
Vendor Self Service System

Step 1: From the
Click the links below for step-by-step instructions:
Welcome 2El)E enter M . Doing Business with The City of Roanoke
Name and Password. . Reqistration and Activation
» Account Maintenance
.Respond to Solicitations

Hew Users
Registered Users

. Account Maintenance

.Respond to Solidtations -Add my company
. Add my location to existing account

. Create User ID for existing account
User Name : |
Password I Public Access
- . Viiew Posted Solicitations

Forget Your Pzssword? Click Here «View Award Notices

If you need assistance, please contact the City of Roanoke Purchasing Division via email at VSSHELP @Roanokeva.qov or call (540) 853-2871 Monday through Friday between 8:00am and 5:00pm




City of Roanoke
‘ﬂ‘u’endur Self Service

Welcome, James Dixon ortunitiez My Bids Account Mail

AMS ADVANTAGE

Welcome to the City of Roanoke Vendor Self Service System

This site is divided into the following areas:

* Business Opportunities - Allows you to search the current bid or proposal opportunities,

¢ My Bids/Proposals - fou may view, edit, or check the status of bids or proposals you have submitted,

* Account Maintenance - Gives you the opportunity to maintain your account information.

¢ Forms and Additional Information - Provides forms that are available for view and download online,

The links at the top will allow you to move between the main areas of our system.

Mote: Do not use the back button on your internet browser. Only use the back button located on Vendor Self Service pages.

Step 2: Select Account Maintenance from
the Individual Vendor Home page.




Account Maintenance

This section will allow you to maintain the information about your account. Please update your information as your operation changes.

Headguarters Information This section allows you to view and edit information about the Headquarters of your location, You may update location verification security and the Headquarters web address,
Vendor Addresses This section allows you to view and edit street address information, Vendor Addresses may be shared amona locations that share the same Headquarters Account,

Contacts This section allows you to view and edit contact information, Contacts may be shared among locations that share the same Headquarters Account,

Location Information This section allaws you to view and edit mare specific information related to your location such as Legal Name, Organization Type, Classification, EFT Information, and Discount Terms.

Address Information This section allows you to view and edit which addresses are listed to receive orders, payments, or bills for your location. You may set the Active To and From dates to be assodiated with an address, as well as indicate additional
notes and information, Street Address and Contact information must be edited on the Master Address and Contact tabs, respectively,

W-3 Information This section allows you to view and edit information related to your W-9 form, such as TIN, TIN Type, and Name, as well as the Address to which 1099 Forms will be sent,
Business Types This section allows you to view and edit the business types that describe your organization,

Service Areas This section allows you to view and edit the aeoaraphical areals) that your business serves,

Commodities This section allows you to view and edit the commodities that your company offers.

User Information This section allows you to view and edit your Y55 User ID, password, user contact and security information,

Step 3: Click the Contacts
Location Users This section allows you to view and edit the list of users whao are assigned to this location, link in the Account

State Corporate Commission Requlatory agency for business and economic interests in Virginia. . Maintenance Home page.




anoke
elf Service

Contacts

ortunities My Bids Accou

All Contacts on file for your organization. Please click Update to edit or delete existing contact information. Only 4
change existing information.

Contact ID | Contact Name

~  CTOO7

Pending Changes

James Dixon jdixon@arboristsplus.com  540-230-3000 Lpdate View Pending Changes

Firstl Preul Hextl LastI

Contact ID
Contact Mame
Email

Address ID

Street 1:
Street 2:
: Roanoke
DA

City
StateProvince

Zip/Postal Code :
P LSA

Country

24018

P CTOOF Phone : 540-230-3000
: James Dixon FPhone Extension :
: jdinon@arboristsplus, com Alternate Phone :
P AROODT alternate Phone Extension |
123 Annafrel Street Fax

Alternate Fax

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.




Update Contacts

Edit the values below and click on Save Changes to save your changes. A red star denotes a rg
entry, if the Contact ID field is empty, a new Contact ID will be generated and assigned to you.
made to an existing contact will update all of your addresses that use this Contact ID. Prior upd3

displayed in this view.

[ Save Changes ] Cancel | Delete_

Contact ID : CTOO7
FContact Mame : l.lames Diixon

*Email ; |jl:| on@arboriztzplus. com

Address ID : [AR0OOT
Street 1: 123 Annafrel Street

=P Chone Extension :
Alternate Phone :

*Phone : [540-230-3000

Format X=X -0

Step 5: In this case the user
would like to add a direct
extension to a current contact.

Street 2: Alternate Phone Extension :

City : Roanoke
State/Province : VA
Zip/Postal Code : 24013
Country : USA

Alternate Fax :

Fax :

In the Phone Extension field,
insert the new extension line (15

in this case).

Click the Save Changes tab.

Update Contacts

Edit the values below and click on Save Changes to save your changes. A red star denotes a re
entry, if the Contact ID field is empty, a new Contact ID will be generated and assigned to you.

made to an existing contact will update all of your addresses that use this Contact ID. Prior upds
displayed in this view.

Contact ID
*Contact Mame

FEmail

Address ID

L CTaaF

*Phone

: lJﬂmes Di=on

H |jl:| mon@arboriztzplus. com

: jaR007

Street 1:
Street 2:

City :
WA

State /Province

Zip/Postal Code :
Country :

Phone Extension

123 Annafrel Street

Alternate Phone Extension :

Roanoke

Fax :

24013
Usa

Alternate Phone

Alternate Fax :

: |540-230-3000

FormaE XXX =X =YK

Formad XX - -




All Contacts on file Tor your organization. Please click Update to edit or delete existing contact information. On
change existing information.

Contact ID | Contact Mame Email Phone Pending Changes
= CTOO7F James Dixon jdixon@arboristsplus.com  540-230-3000 I~ Update View Pending Changes

FirstI Preul Nextl Lastl

Contact ID : CTOO7 Phone : 540-230-3000
Contact Mame : James Dixon Phone Extension :

Email : jdixon@arboristsplus.com Alternate Phone : Step 6: The user will be

Address ID : AROOF Alternate Phone Extension : i
Street 1: 123 Annafrel Street Fax : prompted baCk to the main

Street 2: Alternate Fax : Contacts page as show here in
City : Roanoke
State/Province : VA the tOp |eft
Zip/Postal Code : 24018
Country @ LSA

To view the changes and
confirm the user may select

View Pending Changes

View Pending Changes

This view displays all changes that have not yvet taken effect for the current record. A
change has yvet to be submitted for approval. The pending change will be assigned a
approval. A Pending Approval status indicates that the pending change has been sud
advice” for more information._

Field Label Table Name | Last Action Date | Old Vvalue | New Values Status
~  Phone Extension Contacts O&/29,/2011 15 Mew Change

Firstl Ernew I Nextl Lastl

Table Mame : Contacts
Last Action Date : 0&/29/2011
User ID : Arborists Plus
Status : Mew Change
Field Label : Phone Extension
=T _ .

Mew Value @ 15
o _
Mew Memo Values :




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




ADD/DELTE A BUSINESS TYPE




W™ City of Roanoke

‘ﬂVendur Self Service

Welcome to The City of Roanoke's
Vendor Self Service System

Step 1: From the
Click the links below for step-by-step instructions:
Welcome 2El)E enter M . Doing Business with The City of Roanoke
Name and Password. . Reqistration and Activation
» Account Maintenance
.Respond to Solicitations

Hew Users
Registered Users

. Account Maintenance

.Respond to Solidtations -Add my company
. Add my location to existing account

. Create User ID for existing account
User Name : |
Password I Public Access
- . Viiew Posted Solicitations

Forget Your Pzssword? Click Here «View Award Notices

If you need assistance, please contact the City of Roanoke Purchasing Division via email at VSSHELP @Roanokeva.qov or call (540) 853-2871 Monday through Friday between 8:00am and 5:00pm




City of Roanoke
‘ﬂ‘u’endur Self Service

Welcome, James Dixon ortunitiez My Bids Account Mail

AMS ADVANTAGE

Welcome to the City of Roanoke Vendor Self Service System

This site is divided into the following areas:

* Business Opportunities - Allows you to search the current bid or proposal opportunities,

¢ My Bids/Proposals - fou may view, edit, or check the status of bids or proposals you have submitted,

* Account Maintenance - Gives you the opportunity to maintain your account information.

¢ Forms and Additional Information - Provides forms that are available for view and download online,

The links at the top will allow you to move between the main areas of our system.

Mote: Do not use the back button on your internet browser. Only use the back button located on Vendor Self Service pages.

Step 2: Select Account Maintenance from
the Individual Vendor Home page.




Account Maintenance

This section will allow you to maintain the information about your account. Please update your information as your operation changes.

Headguarters Information This section allows you to view and edit information about the Headquarters of your location, You may update location verification security and the Headquarters web address,
Vendor Addresses This section allows you to view and edit street address information, Vendor Addresses may be shared amona locations that share the same Headquarters Account,

Contacts This section allows you to view and edit contact information, Contacts may be shared among locations that share the same Headquarters Account,

Location Information This section allaws you to view and edit mare specific information related to your location such as Legal Name, Organization Type, Classification, EFT Information, and Discount Terms.

Address Information This section allows you to view and edit which addresses are listed to receive orders, payments, or bills for your location. You may set the Active To and From dates to be assodiated with an address, as well as indicate additional
notes and information, Street Address and Contact information must be edited on the Master Address and Contact tabs, respectively,

W-3 Information This section allows you to view and edit information related to your W-9 form, such as TIN, TIN Type, and Name, as well as the Address to which 1099 Forms will be sent,
Business Types This section allows you to view and edit the business types that describe your organization,

Service Areas This section allows you to view and edit the aeoaraphical areals) that your business serves,

Commodities This section allows you to view and edit the commodities that your company offers.

User Information This section allows you to view and edit your Y55 User ID, password, user contact and security information,

Step 3: Click on the
Location Users This section allows you to view and edit the list of users whao are assigned to this location, Business ! /pe link in the
Account Maintenance
Home page.

State Corporate Commission Requlatory agency for business and economic interests in Virginia. .




~ Account Maintenance

Headquarters Information

Business Types

Vendor Addresses help & advice
Contacts

Location Information : ) ! : . - - . :
St The current list of Business Types on file for your location. Please click Update to modify or delete existing businesgtype information
W-9 Information

Business Types

Service Areas
Commodtties

Business Type ID | Business Type | Certification No | Certification Start Date | Certification End Date | Pending Changes

Usesiformation v SBE Small Business 10293847 06012009 06/01/2012 ' pdate  View Pending Changes

at

Location Us WBE WomenOwned 24873245712 06/01/2010 06/01/2012 r Undate View Pending Changes

orporation Commission

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.




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.

v Account Maintenance
Headquarters Information
Vendor Addresses
Contacts
Location Information
Address Information
Y-8 Information
Business Types
Service Areas
Commodities
User information
Location Users

tate Corporation Commission

Business Types

help & advice

The current list of Business Types on file for your location. Please click Update to modify or delete existing businesgjtype information

Business Type ID | Business Type | Certification Mo | Certification Start Date | Certification End Date | Pending Changes
wery 06012008 06/01/2012 O

06/01/2010 06/01/2012 [

v SBE Small Business Update View Pending Changes

VEE Women Onned 24873245712 Update View Pendng Changes

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

I.In the Update Business

Pending Addtions Types page, edit the

Certification No,. Start Date,
and/or End date.

ii.Click Save Changes.

Welcome, James Dixon

Business

Account Maintenance
Headguarters Information
Vendor Addresses
Contacts
Location Information
Address Information
-8 Information
Business Types
Service Areas
Commodities
User Information
Location Users
State Corporation Commigsion

Update Business Types

Edit the values below and click Save Changes to save your changes. Prior updates th:
this view.

Business Type ID Certification No Certification Start Date ertifiealion End Date

347




Business Types

The current list of Business Types on file for your location. Please click Update to modify or delete existing business type information.

Business Type ID | Business Type | Certification No | Certification Start Date | Certification End Date | Pending Changes
~  SEBE Small Business 10293847 06,/01/2009 06/01/2012 Update

WEE Women Owned 24873245712 05/01/2010 06/01/2012

Firstl PFE'U'I Nextl Lastl

Add Ttems Pending Additions
Mexk Block of Rows

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).

View Pending Changes

This view displays all changes that have not yet taken effect for the current record. A status o
change has yet to be submitted for approval. The pending change will be assigned an On Hol
approval. A Pending Approval status indicates that the pending change has been submitted 3
advice" for more information.

Field Label Table Name | Last Action Date | Old Value | New Value Status
~  Certification End Date Business Types 06/30/2011 2012-06-01 2012-08-15 MNew Change

FirstI PFE'U'I Nextl LastI

Table Mame : Business Types
Last Action Date : 06/30,/2011
User ID : Arborists Plus
Status : Mew Change
Field Label : Certification End Date
Old Value : 2012-06-01
MNew Value : 2012-08-15
Old Memo value :
Mew Memo Value :




Business Types

The current list of Business Types on file for your location. Please click Update to modify or delete existing business type information.

Business Type ID | Business Type | Certification No | Certification Start Date | Certification End Date | Pending Changes

SEE Small Business 10293347 0&/01/2009 0g/01/2012 "2 Update Vie

WBE Waomen Cwned 24873245712 06/01/2010 06/01/2012 r Update View Pending C

b. Deleting a Business
Ty p e: Update Business Types

In the Business Type List, click Edit the values below and click Save Changes to save your changes. Prior updates that have not yet been approved are displayed |
: this view.

the line to be deleted. Once

the check mark indicates the

Chosen |ine’ C”Ck the Ugdate Business Type ID Certification No Certification Start Date | Certification End Date
tab (as shown in the above - EE ZeraATL e0L2W /o012

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..




Business Types

The current list of Business Types on file for your location. Please click Update to modify or delete existing business type information.

Business Type ID | Business Type | Certification Mo | Certification Start Date | Certification End Date | Pending Changes
10293347 0&/01/2009 06012012 Update View Pending Changes

SBE small Business

+  WEBE Women Owned 24673245712 0&/01/2010 05012012 Update View Pending Changes

FirstI F'rE'..-'l Hextl [I5EE

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).

Business Opporkunities

View Pending Changes

This view displays all changes that have not yet taken effect for the current record. A status of New Change indicates that the pending
change has yet to be submitted for approval. The pending change will be assigned an On Hold status while a prior change is awaiting
approval. A Pending Approval status indicates that the pending change has been submitted and is awaiting approval. Click on "help &

advice" for more information.

Field Label Table Name | Last Action Date | Old Value | New Value Status
v Business Type ID  Business Types 06/30/2011 WBE New Change

 Back |

Table Mame : Business Types
Last Action Date : 06/30,/2011
User ID : Arborists Plus
Status : Mew Change
Field Label ; Business Type ID
Old Value : WBE
Mew Value :
Old Mema Value :
MNew Memo Value :




Business Types

The current list of Business Types on file for your location. Please click Update to modify or delete existing business type information.

Business Type ID | Business Type | Certification Mo | Certification Start Date | Certification End Date | Pending Changes

SBE small Business 10293347 0&/01/2009 06012012 v Update View Pending Changes

+  WEBE Women Owned 24673245712 0&/01/2010 05012012 I Update View Pending Changes

FirstI F'rE'..-'l Hextl last

Business Type : | m

Business Type Business Type ID

e ——— e 2. Add a new Business Type to the current

list.
Public Assistance Foster Care FQC

Minority Owned VEE From the Business Types list, click Add Items.
Public Assistance Vendor PA

Women Owned From the Business Type menu select the

City Employes box(es) of the Business types to be added in
the current list.

(RO Ly O

Schoaol Emplayes

small Business .
Once all boxes that apply are selected, click
DisAdvantaged Business Enterpr OK

o .

A

Minority Owned

First Prev Mext Last




Update Business Types

Edit the values below and click Save Changes to save your changes. Prior updates that have not yet been approved are dis;
this view.

Business Type ID Certification No Certification Start Date | Certification End Date

MBE [

The user will be directed back to the
Update Business screen where the
Certification No. and Start and End
Dates must be completed.

Business Types

The current list of Business Types on file for your location. Please click Update to modi
Click Save changes.

Note: In the Business Types menu, Business Type ID | Business Type | Certification No | Certification Start Date

the user will not immediately see the SBE Small Business 10293347 06012009
added items. To verify these ~ WEE Women Owned 24873245712 06/01/2010

additions, click Pending Additions. First PFEH Last




View New Business Types

This view displays all new records that have not yet been inserted into the Business Type table A Status of
that the record has yet to be submitted for approval. A Pending Approval status indicates that the record ha
awaiting approval. Click on "help & advice"” for more information.

Business Type ID | Certification No | Certification Start Date | Certification End Date Status
+ MEBE 1010101010 01012011 12/31/2012 Mew Change

FIrst: | Erev Last

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.




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




ADD/DELTE A SERVICE




W™ City of Roanoke

‘ﬂVendur Self Service

Welcome to The City of Roanoke's
Vendor Self Service System

Step 1: From the
Click the links below for step-by-step instructions:
Welcome 2El)E enter M . Doing Business with The City of Roanoke
Name and Password. . Reqistration and Activation
» Account Maintenance
.Respond to Solicitations

Hew Users
Registered Users

. Account Maintenance

.Respond to Solidtations -Add my company
. Add my location to existing account

. Create User ID for existing account
User Name : |
Password I Public Access
- . Viiew Posted Solicitations

Forget Your Pzssword? Click Here «View Award Notices

If you need assistance, please contact the City of Roanoke Purchasing Division via email at VSSHELP @Roanokeva.qov or call (540) 853-2871 Monday through Friday between 8:00am and 5:00pm




City of Roanoke
‘ﬂ‘u’endur Self Service

Welcome, James Dixon ortunitiez My Bids Account Mail

AMS ADVANTAGE

Welcome to the City of Roanoke Vendor Self Service System

This site is divided into the following areas:

* Business Opportunities - Allows you to search the current bid or proposal opportunities,

¢ My Bids/Proposals - fou may view, edit, or check the status of bids or proposals you have submitted,

* Account Maintenance - Gives you the opportunity to maintain your account information.

¢ Forms and Additional Information - Provides forms that are available for view and download online,

The links at the top will allow you to move between the main areas of our system.

Mote: Do not use the back button on your internet browser. Only use the back button located on Vendor Self Service pages.

Step 2: Select Account Maintenance from
the Individual Vendor Home page.




Account Maintenance

help & advice

This section will allow you to maintain the information about your account. Please update your information as your operation changes.

Headguarters Information This section allows you to view and edit information about the Headquarters of your location, You may update location verification security and the Headquarters web address,
Vendor Addresses This section allows you to view and edit street address information, Vendor Addresses may be shared amona locations that share the same Headquarters Account,

Contacts This section allows you to view and edit contact information, Contacts may be shared among locations that share the same Headquarters Account,

Location Information This section allaws you to view and edit mare specific information related to your location such as Legal Name, Organization Type, Classification, EFT Information, and Discount Terms.

Address Information This section allows you to view and edit which addresses are listed to receive orders, payments, or bills for your location. You may set the Active To and From dates to be assodiated with an address, as well as indicate additional
notes and information, Street Address and Contact information must be edited on the Master Address and Contact tabs, respectively,

W-3 Information This section allows you to view and edit information related to your W-9 form, such as TIN, TIN Type, and Name, as well as the Address to which 1099 Forms will be sent,
Business Types This section allows you to view and edit the business types that describe your organization,
Service Areas This section allows you to view and edit the aeoaraphical areals) that your business serves,

Commodities This section allows you to view and edit the commodities that your company offers.

Step 3: Click on the
Service Areas link in the
Location Users This section allows you to view and edit the list of users whao are assigned to this location, Account Maintenance
Home page.

User Information This section allows you to view and edit your Y55 User ID, password, user contact and security information,

State Corporate Commission Requlatory agency for business and economic interests in Virginia. .




Service Areas

The current list of Service Areas on file for your location. Click on Update to delete or add Service Areas. If you select Statewide as you
be removed and vice versa.

Service Area

'

Cities: Galax, Martinsville, Radford, City of Roanoke, and Salem. Counties: Carrall, Craig, Floyd, Franklin, Giles, Henry, Montgomery, Patrick, Pulaski, and Roanoke County,

Step 4: The user will be able to see all Service Areas on file for their
location.

To edit this list click Update.




Update Service Areas

Current list of Service Areas on file for your location. To remove Service
Areas. Please click Save Changes to save your changes. Prior updates Step 5: A user can change their commodities list by:

1. Adding anew Service Area to the existing
list, OR

Cities: Galax, Martinsville, Radford, City of Roanoke, and Salem. Counties: Carrall, Craig

2. Deleting a current Service Area.

Add Items C—

1. Adding a Service Area:
Select one or more Service Areas to associate to your company. To search for your
Please click OK o save your changes. a. In the Service Area LiSt, click the

Add Items tab (as shown in the top

left)

Counties: Aringtan b. Inthe 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
Morfolk, Pogueoson, Portsmouth, Suffolk, Virigini
X, Southampton, Surry, Suss Se|eC'[ OK
I.

faynesboro. Counties: Albemarle, Augusta, Fluvan

= L.oloru.:l Heights, Ho|:h-_-W=II Petersburg, and City of Richmond. L.ourlh
Henrica, King Wiliam, Mew Kent, Powhatan, and Prince George.

nties: Amelia, Brunswick, Buckingham, Charlotte, Cumberland, Greensville, Halifax, L

City: Fn—.-dn.-.-nd\.;burq Counties: Caroline, Culpeper, Essex, King and Queen, King George, Lancaster, Ma
Richmond County, Spotsylvania, Stafford, and Wu.,h'norul.:nd

Counties: omack and Morthampton

ervice Area 1



Update Service Areas

Current list of Service Areas on file for your location. To remove Service Areas. select the checkbox next to the Se
Prior updates that have not yet been approved are displayed in this view.

Service Area
: Galax, Martinsville, Radford, City of Roanoke, and Salem. Counties: Carroll, Craig, Floyd, Franklin, Giles, Henry, Montgomery, Patrick, Py
: Alexandria, Fairfax, Falls Church, Manassas, Manassas Park and Winchester, Counties: Arlington, Clarke, Fairfax, Fauguier, Frederick, L
i Charlottesville, Harrisonburg, Staunton, and Waynesboro, Counties: Albemarle, Augusta, Fluvanna, Greene, Highland, Louisa, Melson, &
» City of Bedford, Buena Vista, Cliffton Forge, Covington, Danville, Lexington, and Lynchburg. Counties: Alleghany, Amherst, Appomattox

Add

The user will be prompted back to the Update Service Area list to

view all current Service Areas.




Update Service Areas

Current list of Service Areas on file for your location. To remove Service
Prior updates that have not yet been approved are displayed in this vie

5: Galax, Martinsville, Radford, City of Roanoke, and Salem. Counties: Carroll, Craig
» Alexandria, Fairfax, Falls Church, Manassas, Manassas Park and Winchester, Co
Charlottesville, Harrisanburg, Staunton, and Waynesbara, Counties: Albemarle, |

: City of Bedford, Buena Vista, Cliffton Forge, Covington, Danville, Lexington, and

2. Deleting a Service Area:

Update Service Areas

In the Service Area List, click the line to be

deleted. Once the check mark indicates the Current list of Service Areas on file for your location. To remove Service
chosen line, click Delete. Prior updates that have not yet been approved are displayed in this vie

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.




Service Areas

The current list of Service Areas on file for your location. Click on Update to delete or add Service Areas. If you select §
be removed and vice versa.

Service Area

v (Cities: Galax, Martinsvile, Radford, City of Roanoke, and Salem, Counties: Carroll, Craig, Floyd, Franklin, Giles, Henry, Montgomery, Patrick, Pulaski, Ste D 7: The user m ay ve ri fy chan ges by'

S R— 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.)

n to Pending Additions

View New Service Areas 2. Clicking on Pending Additions to
view the additional service area
selected to be added to the current
list.

This view displays all new records that have not yet been inserted into the Service Area t
the record has yet to be submitted for approval. A Pending Approval status indicates that
awaiting approval

Service |

exandria, Fairfax, Falls Church, Manassas, Manassas Park and Winchester, Counties: Arlington, Clarke

» City of Bedford, Buena Vista, Cliffton Forge, Covington, Danville, Lexington, and Lynchburg, Counties:; A

EI Prew



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




CHANGE/ADD COMMODITY




W™ City of Roanoke

‘ﬂVendur Self Service

Welcome to The City of Roanoke's
Vendor Self Service System

Step 1: From the
Click the links below for step-by-step instructions:
Welcome 2El)E enter M . Doing Business with The City of Roanoke
Name and Password. . Reqistration and Activation
» Account Maintenance
.Respond to Solicitations

Hew Users
Registered Users

. Account Maintenance

.Respond to Solidtations -Add my company
. Add my location to existing account

. Create User ID for existing account
User Name : |
Password I Public Access
- . Viiew Posted Solicitations

Forget Your Pzssword? Click Here «View Award Notices

If you need assistance, please contact the City of Roanoke Purchasing Division via email at VSSHELP @Roanokeva.qov or call (540) 853-2871 Monday through Friday between 8:00am and 5:00pm




City of Roanoke
‘ﬂ‘u’endur Self Service

Welcome, James Dixon ortunitiez My Bids Account Mail

AMS ADVANTAGE

Welcome to the City of Roanoke Vendor Self Service System

This site is divided into the following areas:

* Business Opportunities - Allows you to search the current bid or proposal opportunities,

¢ My Bids/Proposals - fou may view, edit, or check the status of bids or proposals you have submitted,

* Account Maintenance - Gives you the opportunity to maintain your account information.

¢ Forms and Additional Information - Provides forms that are available for view and download online,

The links at the top will allow you to move between the main areas of our system.

Mote: Do not use the back button on your internet browser. Only use the back button located on Vendor Self Service pages.

Step 2: Select Account Maintenance from
the Individual Vendor Home page.




Account Maintenance

help & advice

This section will allow you to maintain the information about your account. Please update your information as your operation changes.

Headguarters Information This section allows you to view and edit information about the Headquarters of your location, You may update location verification security and the Headquarters web address,
Vendor Addresses This section allows you to view and edit street address information, Vendor Addresses may be shared amona locations that share the same Headquarters Account,

Contacts This section allows you to view and edit contact information, Contacts may be shared among locations that share the same Headquarters Account,

Location Information This section allaws you to view and edit mare specific information related to your location such as Legal Name, Organization Type, Classification, EFT Information, and Discount Terms.

Address Information This section allows you to view and edit which addresses are listed to receive orders, payments, or bills for your location. You may set the Active To and From dates to be assodiated with an address, as well as indicate additional
notes and information, Street Address and Contact information must be edited on the Master Address and Contact tabs, respectively,

W-3 Information This section allows you to view and edit information related to your W-9 form, such as TIN, TIN Type, and Name, as well as the Address to which 1099 Forms will be sent,
Business Types This section allows you to view and edit the business types that describe your organization,

Service Areas This section allows you to view and edit the aeoaraphical areals) that your business serves,

Commodities This section allows you to view and edit the commodities that your company offers.

User Information This section allows you to view and edit your Y55 User ID, password, user contact and security information,

Location Users This section allows you to view and edit the list of users whao are assigned to this location,

State Corporate Commission Requlatory agency for business and economic interests in Virginia. .

Step 3: Click on the
Commodities link in the
Account Maintenance
Home page.




Commodities

The current list of Commodities that your business offers. Click on Update to delete or ad
commaodities that apply to your organization.

Commeodity /Service Code Commeaodity Description Pending Changes
+ 98302 Arborist Services I
Tree and Shrub Removal Services [

""" Tree Trimming and Pruning Services [

El Prev | (Hex _l

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.




Commuodities

Current list of Commodities that your location is currently registered for.
as needed. Remember only 'Master Users' can update Commodity inform

Commaodity [ Service Code Commuodity Description

Tree and

Shrub Removal Services 2. Adding a new commodity to the existing

Tree Trimming and Pruning Services 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.)

Step 5: User can change the commodities list by:

1. Deleting a current commodity, OR

Commaodities

Current list of Commodities that your location is currently registered for.
as needed. Remember only 'Master Users' can update Commodity inform

Commaodity [ Service Code Commuodity Description
Tree and Shrub Femoval Services
e

=
Tree Trimming and Pruning Services




Commuodities

Current list of Commodities that your location is currently registered for.
as needed. Remember only 'Master Users' can update Commodity inform

Commaodity [ Service Code Commuodity Description

Tree and Shrub Removal Services

Tree Trimming and Pruning Services

Add Ttems |[PFa——

Select one or more Commodities to associate to your company. To search for you
and click Search. Please click OK to save your changes.

Wildcard (*) searches are allowed. For example, a search of Description using 'co
word 'computer.’ However, a search of Description using "“computer™ would find a
description.

. |SHRUBBERY™

Commeodity Description | Commodity /Service Code
[¥  Shrubbery, Evergreen 59555

)

Adding a Commodity:

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

b. Inthe 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 commaodity list
and select OK.

Repeat steps as necessary for multiple
additions.




Commeodities

Current list of Commodities that your location is currently registered
as needed. Remember only 'Master Users' can update Commodity i

Commodity /Service Code Commodity Description

~ 03302 Arborist Services
59565 Shrubbery, Evergreen
Shrubbery, Flowering
Tree and Shrub Removal Services
Tree Trimming and Pruning Services

Sovechumes [ conel ] oeie | Aidens

I

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.




Commuodities

The current list of Commodities that your business offers. Click on Update to dele
commodities that apply to your organization.

Commaodity [ Service Code Commuodity Description

Arborist Services

Pending Changes

Tree and Shrub Removal Services

93535 Tree Trimming and Pruning Services

First Fr_H| e

Update

Commaodities

Current list of Commodities that your location is currently registered for.
as needed. Remember only 'Master Users' can update Commodity inform

Commaodity fService Code | Commodity Description Status
~ 5955
59566 Shrubbery, Flowering

EI Prew

Shrubbery, Everareen Mew Change
Mew Change

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).




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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