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Funding disbursements from Miami Beach grant programs, such as the Private
Property Adaptation (PPA) program, may be considered taxable income. To
properly document and track procurement processes required for these individual
disbursements, the City uses the Vendor Self Service (VSS) system. This
document provides step-by-step guide on how to complete the registration
process for homeowners and condominiums. If you are a grantee with the City of
Miami Beach, we ask that you complete the steps below to register as a vendor
and ultimately receive your funding disbursement. For assistance on this process,
please contact vendorsupport@miamibeachfl.gov.

Steps to complete vendor registration:

1. Visit the “How to Become a Vendor” page and read through the
description and instructions. It is the source of truth for the registration
process and the steps listed should be referenced and deferred to
when completing your registration. https://www.miamibeachfl.gov/city-
hall/procurement/how-to-become-a-vendor/

2. Navigate to the Vendor Self Service Page.
https://mbservices.miamibeachfl.gov/vss/default.asx

3. Click on “Login/Register.”

Welcome to the City of Miami Beach Vendor Self Service (VSS) Portal. Registering in VSS only takes a few minutes and makes it
easier to do business with the City of Miami Beach.
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4. Click the link at the bottom of the page: “Create an Account”

Email address

5. Enter your email address, new password, and first and last name, and
click “Sign Up.”

6. A verification email is sent from Community Access ldentity to the email
address you entered. Enter the code provided to verify and activate the
account by clicking the “Verify” button.

7. On the Vendor Self Service Homepage, click the “Create New
Vendor” button.
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8. Enter the requested information on the page and follow the directions to
complete your registration. You will be prompted to select a “Vendor Type”
during your registration. Please select the “Regular” vendor type.
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9. Do not select the Minority or Business enterprise designations at the right
of the screen. Please ensure your address is complete and accurate.
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10.Enter your SSN for individual homeowners or your FID if you are with an

entity (like a condo association). Click “Continue”.
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11.Fill out the Accounts Payable and Purchase Order Address sections with
the mailing address to which your disbursement check should be sent.

Then click “Continue”.
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12.Provide your contact information as General and click “Continue”.
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13.You will then land on the “Select Commaodities” page. Do not select
any commodities and continue to the next page.

14.Review all information and attach a current W-9 form (required) and a copy of
your final grant agreement (required).

a. Individual property owners: Select box (3a) Individual and in Part
1 provide Social Security number.

b. Condominiums: Provide EIN instead of SSN.

ook [ e— #
o P bie L3 =3
s e file - m
s Laiel spreadatent L] m
twtant [y — " E=n
15.Read through the terms and conditions section, select that you have read
them, and click “Register” at the bottom of the page.
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16.You will be taken to a confirmation screen that your registration has been
completed. You will receive a confirmation email once your registration has been

reviewed.
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