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1. Overview

The Vendor Portal is a place where vendors can find software systems that will help them efficiently
manage information related to the County’s contracting process. The first module available through the
online portal is called the Document Repository and it was launched in mid-2014. County vendors can
use this module to manage and upload documents that may be common to their County contracts. Over
time, additional software systems will be added to the portal that will allow vendors to plan and manage
budgets, submit claims for payment and to report contract performance indicators.

2. Accessing the application

You can go directly to the vendor portal by opening your web browser and typing:

http://vendorportal.westchestergov.com/ into the Address or URL field at the top of the screen.

In addition, you can access the portal from the Westchester County Website by typing

http://www.westchestergov.com/vendorportal into the Address or URL field of your web browser.

3 December 5, 2014


http://vendorportal.westchestergov.com/
http://www.westchestergov.com/vendorportal

3. Account Management
The steps to create an account and login are given below.

3.1 Account Creation
If you are a new user select No and you will be given an option to create an account. If you already
have a login select Yes and you will be forwarded to a login page (Step 3.3).

9 o || € https://securel5 westchestergov.com/vdrepo/ - g | 42 | % [i| B Google P~
File Edit Miew Favorites Tools Help
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ROBERT P. ASTORINO
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Take the first step for doing business with Westchester County

If you already have a contract with Westchester County or if you have submitted a proposal and have been selected to|
providing the important documents that will be needed. Answer the questions below to create an account that will allow y,
order to fully execute your contract. If you have more than one contract with the County, this system will allow you fo pr|
be available for processing all your contracts

m

Vendor
Do you have a login? *

Disclaimer / Privacy Policy
© Copyright 2011 Westchestergov.com
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3.2 Account Information
If you are a first time user of this application, please complete the information below. Fields with an
asterisk (*) are required.

/ Vendor Document Re

s 3 || @] https://securel5 westchestergov.com/vdrepo/ > 8 [ &% | X [| B Google P~
— —

File Edit View Favorites Tools Help
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Take the first step for doing business with Westchester County

If you already have a contract with Westchester County or if you have submitted a proposal and have been selected to|
providing the important documents that will be needed. Answer the questions below to create an account that will allow y
order to fully execute your contract. If you have more than one contract with the County, this system will allow you fo pr|
be available for processing all your contracts

Vendor
Do you have a login? *

@ Yes

Company Information

Federal TaxID

Vendor ID %

Company Name(as it appears on
w-g) *

Provide only if you are
an existing vendor.

Admistrative Account

First Name *
Last Name *
Email *

Create a UserID *

Create a Password: *

Confirm Password: *
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3.3 Account Login

Once you have completed the account creation screen, you will be directed to the login screen.
Please log in using the user ID and password that you entered while creating the account.
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Legin Form

Login

Home Comments = Version

Please enter your user name and password.

m

Login

User Name: *

Password: *

Login
Ifyou don't have an account, you can create an account now.

Disclaimer / Privacy Policy
® Copyright 2013 Westchestergov.com

-
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3.4 Contract Information
Your agency will be notified that a contract is ready for processing through an automated email.
Once you recieve that email, use the View Contracts item on the left side menu to see the
County contracts that have been added to your portal account. You can search for contracts

based on contract status. You can click on the search results to see the contract information.

g View Contract
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| Home View Contract List I

I View Contracts
Search Contract Records
I Manage Documents

. . Contract Status | — Select— Search
Budget Modification E'

Add New User |
| Manage Users

m

Change Password

LogOut

Disclaimer / Privacy Policy |
© Copyright 2014 Westchestergov.com -
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4. Vendor Document Repository

The Vendor Portal — Vendor Document Repository allows vendors to upload documents that are
typically attached to County contracts. You will still need to read each contract to see exactly which
documents are required, but some documents can be used for many contracts. This system allows you
to upload each document once and attach them to every contract that requires them. Once you have
collected all the documents with any necessary information, signatures or notarizations, scan each
document and save them as PDF on your computer. When the documents have been scanned, create an
account on the portal and start uploading the files. The list of all documents that can possibly be
uploaded will be presented on the screen, including documents may not be required for certain
contracts. Details of how to upload required documents are given in a later section in this user manual.
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For vendors that have multiple contracts with the County, common documents can be uploaded once to
support all contracts where they are required.

4.1 Document Management
Once you have added contracts to your account, click on Manage Documents on the left side
menu. Here, you can upload a new document, view or download a document that was
previously uploaded. You can also associate a new contract with an uploaded document. Each
contract will specify the documents required by the county department issuing the contract or
the grants that pay for the contract. Please read each contract carefully to determine what
documents are required.

r
g Vendor Document Management - Microsoft Internat

SU-

& | https://srvrb0le/crbp-vendor/docrepo/docinfo jsp

File Edit View Favorites Tools Help
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Home

View Contracts
Manage Documents
Budget Modification
Add New User
Manage Users
Change Password

LogOut

Vendor Portal

Make sure Westchester County has everything needed to process

your contract

Listed below are different documents that may be needed by the county to finalize a contract. Your contract will tell
you which documents you need to pravide. Once you have the documents with the needed signatures or
notarizations, you will need to scan them and save them on your PC as a file. When you are ready, you can use
this screen to upload the files. Just select the type of document you need to upload and click browse to go to the
lacation an your PC where the file is saved. If you do not see your contract here please contact westchester
county department for assistance

#” indicates that the document was previously uploaded.

Read the contract to find

/ the required documents.

Schedule G - Certification Re Business Dealings with N. Ireland [+]

" Schedule D - MWBE Questionnaire [+]
Schedule E - Disclosure of Relationships to County [+]

Schedule F - Criminal Background Disclosure Form [+]

Schedule H - Qualifying Transportation Fringe Program [+]
Schedule | - Electronic Funds Transfer (EFT) [+]

Articles of Incorporation [+]

Board of Directors Roster [+]

Board of Trustees [+]

-

m

Done
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Select a document type by clicking on the document name or the [+] sign to the right.

[ £ Vendor Document Managemen
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Schedule E - Disclosure of Relationships to County [+]

Schedule F - Criminal Background Disclosure Form [+]

Schedule G - Certification Re Business Dealings with N. Ireland [+]
Schedule H - Qualifying Transportation Fringe Program [+]
Schedule | - Electronic Funds Transfer (EFT) [+]

Articles of Incorporation [+]

Board of Directors Roster [+] =
Board of Trustees [+]

Certificate of Liability Insurance [-]

Upload Document

Contract Number: * Selecta contract -

m

Caoverage Limit: *

Effective Date: *
Expiration Date: *
Upload/Update: * Browse... 0l

Corporate By-Laws [+]

Miscellaneous Document [+]
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4.1.1 Upload Documents
To upload a new document, select the contract number from the drop down list. The list will
also show the start and end dates to help you identify the correct contract. You may be asked to
complete other pieces of information as required by the type of the document (expiration dates
for liability insurance, for example). Once all the information is entered, browse to the
document file on your computer and click the UPLOAD button.
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I Schedule E - Disclosure of Relationships to County [+]

Schedule F - Criminal Background Disclosure Form [+]

Schedule G - Certification Re Business Dealings with N. Ireland [+]

Schedule H - Qualifying Transportation Fringe Program [+]
Schedule | - Electronic Funds Transfer (EFT) [+]

Articles of Incorporation [+]

Board of Directors Roster [+] -

Board of Trustees [+]

Certificate of Liability Insurance [-]
Upload Document

Contract Number: * 1784 09/01/2014 - 09/21/2014 ~

n

Coverage Limit: * 200,000
Effective Date: * 12/01/2014
Expiration Date: * 12/31/2015

Upload/Update: ™ C:vendordocs demalAl

Corporate By-Laws [+]

Miscellaneous Document [+]
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Upon successful completion of an upload, you will see a message saying that the document has
been uploaded successfully. You can continue uploading the rest of the documents until you
have all necessary documents uploaded successfully.

E]e Edit View Favorites Tools Help
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View Contracts your contract
Manage Documents Listed below are different documents that may be needed by the county to finalize a contract. Your contract will tell =
you which documents you need to pravide. Once you have the documents with the needed signatures or
Budget Modification notarizations, you will need to scan them and save them on your PC as a file. When you are ready, you can use
this screen to upload the files. Just select the type of document you need to upload and click browse to go to the
Add New User lacation an your PC where the file is saved. If you do not see your contract here please contact westchester
county department for assistance
Manage Users
e " indicates that the document was previously uploaded.
LogOut The Schedule D - MWBE Questionnaire has been successfully uploaded. %

" Schedule D - MWBE Questionnaire [+]
Schedule E - Disclosure of Relationships to County [+]
Schedule F - Criminal Background Disclosure Form [+]
Schedule G - Certification Re Business Dealings with N. Ireland [+]
Schedule H - Qualifying Transportation Fringe Program [+]
Schedule | - Electronic Funds Transfer (EFT) [+]
Articles of Incorporation [+]

Board of Directors Roster [+]
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4.1.2 View Uploaded Documents
To view an existing document select a document type by clicking on the document name or the

[+] sign to the right and then clicking the VIEW button.
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4.1.3 Associate contracts to uploaded documents
When you are entering into a new contract with the County, you can link previously uploaded
documents to the new contract instead of uploading documents again, by clicking the ADD
CONTRACT button.
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Select the new contract from the drop down list and click the Add button. The list will also show
the start and end dates to help you identify the correct contract. Using this feature will allow
you to reuse existing active documents for new contracts, whenever it’s appropriate to do so.
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5. Support
If you encounter any issues or have any questions, please contact the Westchester County Help-
Desk at 914-995-5513 or by sending an email to DolTHelpDesk@westchestergov.com.
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