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Registration	Guidelines:		
Henry	County	is	happy	to	announce	our	new	Henry	County	Vendor	Self	Service	
Portal	(VSS)	for	Business	Vendors	portal.	Vendor	Self	Service	provides	web‐based	
access	to	information	stored	in	the	Purchasing	and	Accounts	Payable	database.	
VSS	allows	vendors	to	search	for	and	view	1099	data,	purchase	orders,	invoices,	
and	checks.	Existing	Vendors	will	need	their	Vendor	ID	and	FID	or	SSN	in	order	to	
register,	review,	update	existing	information	and	view	transactions.	Vendor	ID	
numbers	can	be	found	on	the	letter	you	received.		
	
IMPORTANT:	Enter	all	information	in	CAPS.	Failure	to	do	so	will	result	in	a	delay	
in	the	registration	process.	ALL	CAPS	WILL	ENSURE	CONSISTENCY	IN	OUR	
DATABASE.		
	
If	you	experience	any	difficulties	with	Vendor	Self	Service	(VSS)	or	need	
confirmation	on	your	Vendor	ID	Number,	FID	or	SSN,	please	contact	the	
Purchasing	Department	at	770‐288‐6035	or	send	an	e‐mail	to	
vendors@co.henry.ga.us	
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1. Click	on	the	Registration	link	on	the	right	side	of	the	screen.		

	
	
2.	Enter	a	User	ID.	This	is	what	will	be	used	to	login	to	Henry	County	Vendor	Self	Service	
Portal		
	
3.	Re‐Type	the	User	ID.		
	
4.	Enter	a	Password.	This	will	also	be	used	to	login	to	Vendor	Self	Service	Portal	and	will	need	
to	be	shared	by	anyone	who	will	be	accessing	Vendor	Self	Service	Portal	
	
5.	Re‐type	the	Password.		
	
6.	Enter	a	Password	hint.	In	the	event	the	password	is	forgotten,	the	password	hint	will	be	
emailed	to	the	email	address	entered	later	in	the	registration	process.		
	
7.	Type	the	numbers	that	appear	in	the	box.		
	
8.	Enter	the	company’s	Vendor	ID	that	was	included	in	the	Henry	County	Vendor	Self	Service	
Portal	invitation	letter.		
	
9.	Enter	the	company’s	FID/SSN.		
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10.		Click	continue	to	advance	to	Step	2		

	



Henry	County	Vendor	Access	Portal	Instructions	–	Existing	Vendors	
	

	
	

	

11.	In	Step	2	update/enter	user	contact	information.	Fields	denoted	with	an	*	are	
required.		
	
12.	Click	Continue	to	advance	to	Step	3.		
	
Step	3	shows	your	User	ID	and	password	have	been	successfully	set	and	you	are	
now	logged	in.	Click	View	Vendor	to	continue	with	the	registration	process.	(If	
you	get	the	Commodities	code	screen,	please	follow	steps	on	page	9)		
	
13.	In	Step	4	update/enter	all	company	general	information.		
	
In	the	Terms	section,	fill	in	these	boxes	if	a	terms	discount	is	offered	for	prompt	
payment.	
Henry	County	standard	terms	of	Net	30	will	default.	If	no	terms	discount	is	
offered,	enter	“0”	in	Discount	Percentage	and	all	the	other	boxes	blank.	
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14.	Click	update	to	save	your	information	


