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Payee/Vendor Account Activation Guide

Follow the steps below to activate your payee/vendor
account in PIP (Payee Information Portal)

If you need more details on any of these steps,
see the full Activation Guide starting on page 2.

1. From the PIP home page, click the "Activate" button to begin.

2. Read and accept the "Terms and Conditions" page.

3. Search in PIP to determine whether your payee/vendor account exists (if you have done business
recently with the City of New York, your account may already exist).

If your account is found, in order to
activate, you will need to:

If you are activating a brand new
payee/vendor account, you will need to:

Enter a valid 10-digit check number from a NYC
check stub; or enter a 15-digit EFT number from
your online bank account; or enter contract or
purchase order ID.

Create a User ID and password and enter your
e-mail address.

Create a User ID and password and enter your
e-mail address.

Click the link in the e-mail you receive from PIP
to continue the activation process.

= The link will bring you to PIP, where you will
log in using the case-sensitive User ID and
password you established.

Click the link in the e-mail you receive from PIP
to complete the activation process.

= The link will bring you to PIP, where you
will log in using the case-sensitive User ID
and password you established. The final
step is clicking “Submit Activation”.

Determine whether you are activating as an
individual or company, and enter a valid TIN
number and any other required business
information.

Provide your address(es) and contact
information.

From the “Thank You” page, download and print
the substitute W-9 Certification form, then sign,
mail or fax it to the number indicated on the
form.

If you need more details on any of the above steps,
see the full Activation Guide starting on page 2.
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Payee/Vendor Account Activation Guide

This guide provides an overview of an account setup in the Payee Information Portal (PIP) for existing
and new City payees/vendors.

= If you have an existing payee/vendor code account from the City of New York, and wish to
activate your account, please follow the instructions below for EXISTING PAYEE/VENDOR. (If
you have more than one payee/vendor code number and cannot activate your desired account,
please contact the City of New York at PIP@fisa.nyc.gov).

= |f you are a new payee/vendor doing business with the City of New York for the first time, and
need to create a new payee/vendor code account, please follow the instructions below for NEW
PAYEE/VENDOR.

Remember - the User ID and Password you create are case-sensitive.
They will be needed to log into PIP.

Before proceeding, you should first determine whether you already
have an existing Payee/Vendor Code Account with the City of New York

1. Click “Activate” to initiate a search

Comptrolisr DOE WY T gow

.,M:::?:m Welcome to the Payee Information Portal of the City of New Helb  LentactUs

Parfal YO rk Privacy Report

The Payee Information Portal is a service that allow s you, as a payeefvendor for the City of New ork, to manage your
own account information, view your financialtransactions with the City of New York and much more. Click on the
Activate button to begin filing out an electronic application to becoms a payee/vendaor for the City of New York

UserlD

| Announcements Contacts

R 061412011 Click on fink below to view the listof contacts for
! Please note: PIP supports Acrobat 8.0 and [E7. Please departments within The City of New York.

upgrade to [E 7 if you have not yet done so.

Legin |

Pazzword Reset o320 Department Contacts
e s Paper Check Fee Advisory
Starting on January 1, 2011 the City willbegin charging a Forms
Click the Activate 5£3.50 fee per paper check and periodically deducting the fees
button to activate a owed by the paper check recipient from future payments. The Click on a form below to either save itto your
new or existing fee applies to the processing of paper checks, drafts or similar desktop or open it in Adobe.
account. paper instruments, written for payments issued through the

City's financial management system.

Bctivate I

PEF
This fee, authorized under the Rules ofthe City of Mew York - ﬁ chiviabion Ouiek Shart Cuide for Pavecn endor

Title 18, Department of Finance, section 841 of Chapter §, is
to cover the costs related to the processing of paper checks, b .
draftz or similar paper instruments, written for payments issued = el B0 o oo
thraugh the City's financial management 2ystem and to E .
Click here to Burage greater use of Electronic Funds Transfer (EFT) by =lMVWBE Application
B £ receiving payments fromthe City of News York.
initiate Access forms
process 2ez are encouraged to sign up for EFT at the Department

wrrinance, Vendor Payment Direct Deposit Program
T enrclment page at
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Payee/Vendor Account Activation Guide

2. Read the “Terms and Conditions” page and click on “Accept Terms”

3. Review the “PIP Activation Guidelines” page and click “Next”

4. Determine whether you will search by Company or by Individual; enter the pertinent information in
the search field(s), then click “Search”.

**The distinction between these two is that an Individual’s Taxpayer Identification Number is an individual’s Social Security Number
(SSN), whereas a Company’s Taxpayer Identification is not a Social Security Number (SSN).

Privacy Report | ContactUs
FPiyee
kel Search for an Existing Account Cancel Actvation | | Back |
Portal
Welcome, Hew User To activate your account you must have a vendor code. This page will help you determine whether or not you have one. You will not be able to create a new
e ; code if one already exists. Ifthe account exists it will be designated as a company or individual based on the information you previously provided. Please
equently ) A
A:k\;u éue"'s;';ns select one of the search options below to determine if you already have a vendor code

« Company Search
To seeifyou have avendor code and have an Employer Identification Mumber (EIN) on file, first search by TIN:

Taxpayer ldentification Number OR  Legal Business Name

Hint: If you would like to search by Legal Business Name use a wildcard (See FAQs for more information).

For Using "Global Ad ising’ s an *Global returns "Advertising Global'. Global® returns "Global Advertising” and *Global® returns any name
containing "Glokal

Search by TIN or
Company Name ——— Search

OR
w Individual Search

To see if you have a vendor code and have a Social Security Number (SSN) on file enter your Last Name and last four digits of your Social Security
Mumber.

Last Name AND Last 4 digits of SSN

Hint: If you would like to search by Last Name. you may want to use wildcards (see FAQs for more informsation).

For example: Using "Smith’ as an example; *Smith will return all people with last name ending in "Smith’, Smith* will return all people with last name that starts with
Smith’, and “Smith* will return all people whose last name contains "Smith’.

Search by Last
Name and SSN . _Search |

Cancel Activation | Back |

Additional Resources & Information:

* As you complete each step and move to the next step, the system will check for errors.
If there are errors:

« A notification message will be displayed at the top of the page.
s You must correct the errors indicated before continuing to the next step.
« Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.

» If your account was found, continue to Section 1 below (Existing Payee/Vendor).

» If your account has NOT been found, and you believe you have an existing vendor code account,
please try again. Read the hints on the screen for using wildcards to help your search. If you still
cannot find your account, contact the City of New York at PIP@fisa.nyc.gov.

» If your account has NOT been found, and you are a new vendor conducting business with the City of
New York for the first time, proceed to Section 2 (for New Payees/Vendors).
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Payee/Vendor Account Activation Guide

SECTION 1: EXISTING PAYEE/VENDOR (an existing account has been found)

First, find your organization from the search results, then select the link next to it. There are different
actions you can take — see the explanations below.

Search for an Existing Account{Results Found) Cansol Actvation | | Back |

Ta activate vour accoun: yoL must have a vendo: code. This page will help yo detemminzg whether or notyou have one. You will rot be able to create a new code if
une dlready exisls. The accourl exsls il wil be designaled a5 8 cormpany grindivicual bassd on the informalion you pravivasly provided. Please seleclone of hie
sezrch options below to delermine if vou already have avendor codz.

= Company Search
Tosee if you have a vendor code and have an Employer Identifcatit?/ﬁlumber ‘EIN) onfile, firs: search by TIN:

Taxpayer identification Numbzr | 4 OR  Legal Business Name |*Qracle™

lint: If you would liks to search by Legal Dusiness Hame use awildcard FAQs for mone informetion).
For example: Using "Global Advedtising' as an example; 'GI:}t::aI/iurns ‘Advertis ng Global', Globa * returns 'Global Adverlising” and *Global® returns eny name conlaining "Globa .

Search |

= Individual Search
Tosee ifyou have a vendor code and have a Social Security Mumber (32M) on file 2nter your Last Name and |ast four cigits of your Social Security Number

OR

Last Namz | AM2 Last 4 digits of SSN

For example: Using "Smith” es an example; "gmith will return all peop e with last name ending in 'Smith’, Smith* will return all pecple with last name that stars with “Smith’, and
*Bmi-h* will return all penple whoss last nafne rnntains ‘Smith

Search /

Hint: i you would like tosearch by Last Mame, y::ap ay want 1o uss wildcards (see FAQs for more informaticn).

Vendor Number | 2gal Business Name Alia=MRA Nam=a  Artivated? _

10025 NEW Y ORK ORACLE USERS GROUP NC. Ho Click here to activaie your eccount ‘— Cllt.:K on tl‘!E
200148 DAC_E AMERICA NC. Yes Cortact your Admiristrator applicable link
VSODa 0-ack USA Inc hPrecess  Click to Continue Activation to continue

Has your account been found and listed above?

Click the "Contact your Administrator” link to determine who you need to contact for

Yes, butitis already activated »
ACCESS

Click tha "Click here to actvate your account” link to begin the process for activeting

Yes, but itis not yet activated _—»
your account.

Yes, but the activation is already in

S —_— Click tha "Click to continue activation” link to lagin and continue activating your account.

If you did not find your account and believe you have a vendor code, change your search criteria to be less specific by using wildcards isee Hint above). If you
still did not find your account, please stopand cal 212-857-1777 for assistance.

If you have nevar receoived a paymant from the City of Mew York and do not have a vendor code, you may activate in PIP and receive a new vendor code by
clicking here.

IF YOU SEE THIS LINK NEXT

TO YOUR ORGANIZATION WHAT IT MEANS / ACTION

An account has already been activated in PIP. Click the link to display
Contact your Administrator the name of the administrator that has been established. Contact this
individual to get your own User ID and password.

Someone affiliated with you or your company did not finish activating
Click to Continue Activation the account. Click this link to complete the activation. Remember, you
will be asked to verify the password that was originally created.

You or your company have done business with the City but did not
activate the account. Click this link to activate. You will need ONE of the
following to continue:

Click here to activate your account = 10-digit check number from the NYC check stub;

= 15 digit EFT number from your online bank account;

=  Contract or Purchase Order ID (3-part). (Can be requested from
the payment-issuing agency).
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Payee/Vendor Account Activation Guide

Step 1.1: On the “Account Verification” screen, verify your account by entering: 1) existing Check/EFT
Information or 2) existing Contract/Purchase Order Information, then click “Next”.

Privacy Report | Contact Us
EREE A ccount Verification Cancel Activation | Back| Next'

To activate your account, select an option below and enter the information required. If you need assistance call your agency contact.

Welcome, New User

fﬁ;‘;—ﬂi Please select the Frequently Asked Questions for suggestions on how to find the information required.

Select —» ) Check/EFT Information (The Check or EFT stub must have been issued by the Advantage Financial ) Click "Next"
CheckEFT to continue

Check/EFT Humber |UUUUU123455?890 (Omit the "AD" or "EFT" prefix and only enter the 15 digit check number)
Example: 1234567890

Check/EFT Amount |123-45 (Do not enter commas)

Example: 123.45

Select Contract :
— Contract or Purchase Order Information
or Purchase ©
Order Contract or Purchase Order number [pop v |[[123 [12345678901
Example: PO 123 12345678901 ?

Addiitional Resouch ContractorPO type i | Department Code i ‘ Contractor Purchase Order Number
= As you complete each step and move to the next step, the system will check for errors,
if there are errors:
= A notification message will be displayed at the top of the page.
= You must correct the errors indicated before continuing to the next step.
« Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.

Step 1.2: Once PIP verifies your financial transaction, the “My User Information” page appears.
Complete the required fields (*) and click “Next”.

PLEASE REMEMBER YOUR USER ID AND PASSWORD.

Payee Privacy Report | Contactus|
Information My User Informatlon Cancel Activation | Backl Nexll

Fortal

Create your user ID here You will be assigned the role of Primary Account Administrator. Please see the Frequently Asked Questions for

additional details about the Primary Account Administrator role.
Welcome, Hew User

= General Infermation

View Frequenthv
Asked Quesions ‘User ID (case sensitive):[j o o

Dluser information (User ID should be at least 7 charactzrs in length )
Ol verity Email “RirstMame:[jop =

*Last Name: W Fillin all the necessary fields.
44— Fields with an asteridk (*) are

*Email : I— : ek ™
ismith@ccmpany.com required. Then click "Next
*Re-enter Email : ismith@ccmpany.com

TPnone: 5125551212 Ext.:

HOOI00EXI00

Fax:

FOOE00G000(

w Password
Password {case sensitve) : [CU0 0l (Passwords should\pe case sensitive, befween 8 and 16 characters in lengthfand contain at least 1 numeric valug

<
. . -
Re-enter Passward : [

* Indicates z required field

Additional Resources & Information: Cancel Activation | Back
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Payee/Vendor Account Activation Guide

Step 1.3: On the “Verify Email Address” page, click “Next”. An e-mail will be sent to the e-mail address
you entered. On the "Thank You" page, click “Close Browser” to exit PIP.

Verify Email Address

To continue your PIP activation, we must verify your email address. When you receive the email we send you, follow the link provided or copy the
link into your browser.

Make sure your own security setting will not block the receipt of this email. To prevent the email from being blocked, add the following address to

il contacts : Host@Advantage. - - P
your emal contats : Hos antage.com A verification email will be sent.
An email will be sent to the following address : jsmith@company.com «—— Click "Next" to continue.

Cancel Activation | Backl Nextl

Step 1.4: Open the verification e-mail and click the link to continue the activation process. You will be
taken to a PIP login page. (If you don’t see an e-mail from PIP, check your spam folder or contact
PIP@fisa.nyc.gov).

=

! File Edit Yew [nsert Formet  Tools  Actiors  Help  Adobe PDF

i gperly | lReaketodll | Sy corward | o Sy B | e |2 X @ - - AF 3% @ !

i - .| A = = = = = IF iF &=

il || |-IBIQI===__=__==_=,H
Fraom: Hoz@advankoge, com Senk:  Thu 2p0f2212 4323 0M
TO e Wi
e

Subjod:  ADYMAIL: YERIFY YOLR PN EMAL ADDRESS
Jdnan Simithe

By clicking -he link below, you are verifying the email address that you have crzatad for your Payee Infarmation
Perta (PIF) user information. This errail address will be used by t1e Zity as a primary method of corespondence

It you caanot chok onthe lirk Eelow, you may copy and paste it into your browser. Click to
Continue

with the
t activation

process

Thank You.

Step 1.5: Log in using the case-sensitive User ID and Password you created.
L] Note: Do not bookmark this page. You will be logging in from the PIP Home Page once your account is activated.

Login After you enter you User

i _ ID and Password, click
To continue activation, enter your User ID and Password. "Login" to continue

User ID|johnSmith T

Password sseseses Lm

Step 1.6: Click on "Submit Activation" to complete the activation. When you see the following "Thank
You" page, you are done. Now you will be able to log into PIP using your User ID and password (via the
website https://al27-pip.nyc.qgov). Remember, your User ID and password are both case-sensitive.

Thank You! Print This Page

Congratulations, you completed the PIP activation process. Password RE‘EE‘!{

Welcome, fn In
View Frequent Aunique Vendor Number has been assigned ta you This number can also be referred to as your "Account Number'
View Frequently.

Asked Questions Vendor Number : 00017

*Please save your Vendor Code for future reference

The Electronic Funds Transfer (EFT), or direct deposit program, provides an efficient method of payment to vendors funded
through City of New York agencies. Vendors that activate in the Program will receive payment directly to their authorized
bank accountvia a2 secure transaction. If you are interested in registering for EFT, you may download the form and
instructions below. It may take up to 10 calendar days to activate, presuming the “pre-note” is successful. If you have any
questions, please call (212) 487-2592.

'@ EFT Registration Form

You may login to your FIF account to view and/er update your account information
Click here to login!

YOU HAVE COMPLETED THE ACTIVATION. SKIP THE REST OF THIS DOCUMENT.
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SECTION 2: NEW PAYEE/VENDOR (an account has not been found)
Use the “Clicking here” link to begin setting up a new payee/vendor code account.

Privacy Report | Contact Us

Search for an Existing Account@esults Not FouncD Cancel Activation | | Back |

To activate your account you must have a vendor code. This page will help you determine whether or not you have one. You will not be able to create a new code if one

already exists. Ifthe account exists it will be designated as a company or individual based on the informatioh,you previously provided. Please select one ofthe search
options below to determine if you already have a vendor code.

« Company Search

Vielcome, New User

View Frequently
Asked Quesfinns To see if you have a vendor code and have an Employer Identification Mumber (EIN) on file, first search by TIN

Taxpayer ldentification Number

Hint: If you would like to search by Legsl Business Name use = wildcard (See FAQs for more information).
For example: Using "Global Advertising’ as an example; “Global returns ‘Advertising Global’, Globsal® returns ‘Globsl Advertising’ and *G/

Search I

= Individual Search

OF  Legal Business Name [ABC inc

al* returns any name containing ‘Globel'.

OR
To see if you have a vendor code and have a Social Security Mumber (S8N) on file enter your Last Mame and last four digits of your S

Last Name AND Last 4 digits of SSH

Hint. If you would like to search by Lest Name, you may want fo use wildcards {se FAQs for more information].

ial Security Number.

For example: Using "Smith’ ss an sxsmple; “Smith will retum sl pecple with lsst nsme ending in *Smith’, Smith* will return sll people with lsst neme that sts:
will return &ll people whese last name contains Smith'.

Search

HNo results have been found for your search.

with "Smith’, and “Smith*

If you believe you have a vendor code, change your search criteria to be less specific by using wildcards {see Hint above). If you still did not find your agcount, please
stop and call 212-857-1777 for assistance.

If you have never received a payment from the City of New York and do not have a vendor code, you may activate in PIP and receive a new vendor code

| Backl

Step 2.1: On the “My User Information” page, complete all the required fields (*) and click “Next”.
PLEASE REMEMBER YOUR USER ID AND PASSWORD TO LOG INTO PIP.

Cancel Activation

Privicy Report | Contactus

My User |r‘|f0|'mati0n Cancel Acfivafion | Backl Hext

Create your L=er ID herz. You will be assigned the role of Primary Account Administrator. Pleasz see the Frequently Asked Questions for
aommonal detais acoutine Frimary ACCount AdMInISraior iole

Information
Portal

\Welcome, New User

View Freguenthy
Asked Questions

w General Information
*Uger ID (cace sensitive) : Joh smitr

O user intormztion

O verity Email

(Jser 1D should be atleast 7 chzraders in length |

“First Nama
“Last Namz

*Emall

John
‘|smth
*lismth@cecmpany.com

Fill in all the necessary fields.
44— Fields with an asteridk (%) are

required. Then click "Next

*Re-enter Email : [smth@ccmpany com

*Phonz

Hhancee 49 Ext.:
30000
HHHK

w Passwerd

. .
Password (case sensitive]: [Fols (Pesswords snouldpe case sensive, betwesn & and 15 craraciers Ir leng

. _— *
Re-enter Password ;[ "o

[anad contain atleast 1 NUmeric value

Cancel Activation I Fack tNPlfi

Step 2.2: On the “Verify Email Address” page, click “Next". An e-mail will be sent to the e-mail address
you entered. On the “Thank You" page, click “Close Browser” to exit PIP. Click “Next”.

Verify Email Address

To continue your PIP activation, we must verify your email address. When you receive the email we send you, follow the link provided or copy the
link into your browser.

= Indicates arequJired field

Acditionzl Resources & Information:

Make sure your own security setting will not block the receipt of this email. To prevent the email from being blocked, add the following address to

il tacts | Host@Advantage. . . .
your emall contacts - Host@Advantage.com A verification email will be sent.
An email will be sent to the following address : jsmith@company.com +— Click "Next" to continue.

Cancel Activation

| Back | Next I
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Step 2.3: Open the verification e-mail and click the link. It will take you to a PIP login page. (If you don’t
see an e-mail from PIP, check your spam folder or contact PIP@fisa.nyc.gov).

_[5]x)

Insert  Format  Tools

AL ClAlB LIS = =1
From: Host@Adwantage. cam Sent:  Thu 2/9/2012 4:23 PM
To: Sy dhiml
e

Subject:  ADWMAIL: YERIFY Y¥OUR PIP EMAIL ADDRESS

John Smith

By clicking the link below, you are verifying the email address that you have created for your Payee Information
Portal (PIP) user information. This ernail address will be used by the City as a ptimary method of correspondence

If you cannat click on the link below, you may copy and paste it into your browser Clickto
Continue
@tns Hpip-rdy fisa n cnetfwehannIR’DYF‘CW}SeIfSewice‘?Emai\Tnken=DB1DABE12BBE13505425) with the
T activation
Thank You. pr

Step 2.4: Log into PIP using the case-sensitive User ID and Password you created earlier.
. Note: Do not bookmark this page. You will be logging in from the PIP Home Page once your account is activated.

Lo in After you enter you User
g, ID and Password, click
To continue activation, enter your User ID and Password. "Login" to continue

User ID [JohnSmith

Password|seessses I—DLI.REI.I.I:I_I

Step 2.5: Select the classification that applies to your particular business, indicating a TIN Type. (If you
select Social Security Number be sure to select SSN, ITIN, or ATIN.) Then click “Next”.

Step 1: New Account Activation saveandClose || Cancel Activation | Next |

Plcase choose ane of the following options to deazribe how you plat on deirg busincas and select the Mext button to continuc.
= TIN Type
! John Smith
S CI will use a Social Security Mumber (38N), Incividual Taxpayer [dentificaiion Number (ITIN), or Adoptive Identification Number (ATIN). )
o]

View Freguently u
X:{wdFl; went Please select ore of the following SSN ¢ ITIN « ATIN
£kl Huesions £ Iwill use my enlitys Employee Identiication Number (EIN).

[y Business Info. w Classification
[ Addresses & Contacts | plar to do business Lsing the following classifications. Flease select only one.

[ Hew Account Info. AND T

1) Select the
appropriate
{ Select  Classification TIN Type
Indiidual

Sole Proprietor
Parinership
Cerporation
MNenresident Alien
Trust

Foreign Business Entity
State Govemment
Other Government
Other

JontVentu-e

Other Nan-2rofit Orp
Employee ‘—{2] Select the appropriate Classification
Estate

LLC filling as Partner

LLC filling as Corp

LLG filling a5 Sole Frop
CrurchiReligious Og
Personal Sarvice Carp
Sale Prop/Small Business
Federal Government

Resident Aien

= Question
If you need assistance select the Submit Questicn button to send us your questions.

Submit Question

Save and Close | Cancel Activation |Nexl

[ kv Sammemssy. Hint: Use the Frequantly Askad Quesiions to abtain a dafinition of the classifications

tn

e e Te T e Tio Tie Tie The The The Tn e T Tan e

T

S

OR 3) Click "Next"

Ll Note: If you have any questions on how to make your choices, use the “Submit Question” function. Once you get an
answer, you can log back in and resume activation.
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Step 2.6: Most of the fields on the “My Business Information” page will be pre-populated by the answers
you submitted. Only required fields (*) are necessary, but you should enter any other applicable
information.

Step 2: My Business Information ‘ Save and Close I Cancel Activation |Back Next

Please enter the general information below. Fields with a red asterisk (*) indicate required fields. Some of the fields are populated with data gathered from the questions you previously
answered. Please review all information carefully before proceeding. You must select the Save and Close prior to exiting. If you do not, you will have to re-enter all data again.

< Organization Infermation

[Wielcome, John Smith i . i .
' “Organization T¥Pe : [Company | Change | ForeignTax s

View Freguenthy
Asked Questions * & Change o this field will remove all data previously entered. W-g Form : v

* Classification :
New Account Info. Corporation ~

[ My Business Info. Location Web Address :

O Addresses & Contacts
= Legal Name Infermation

*Legal Name on W-9: [ABC Inc Business Name (Alias/DBA) : Hame on Check : v
+ 1099 TIN Information
“Create Taxpayer ID Number : [ Taxpayer ID Number :
Taxpayer ID Number Type : EIN
“Re-enter Taxpayer ID Number : [

« Legal (1099) Address Infermation

“Street 1: (4 gin Street
"G [ow Yark

State! Province : | njow York “

Zip/Postal Code : 10001

Country : -

O Activation Summary

Fields with red asterisks are
required to move forward

+ Discount Information
If appropriate, please enter any Discount Terms you offer for prompt payment of invoices

Number of Days 1: Discount Percent 1 :

Other fields should only be
Number of Days 2: Discount Percent 2 : filled out if thgy app|y
Number of Days 3: Discount Percent 3 :
Number of Days 4 : Discount Percent 4 :

Save and Close | Cancel Activation |Back Next

Step 2.7: From the previous step, you have already entered your Legal address. In this step, PIP will ask
you for 4 additional types of addresses: an address for Administrative correspondence, an address for
Ordering from you, an address for Payment to you, and an address for Billing you. You can specify the
same or a different address for each of these 4 address types.

Address Informatien Questionnaire Save and Close I Cancel Activation I Back | Mext

Please enter the following information about your Administrative, Ordering, Payment, and Billing addresses

+ Legal Address Information

Welcome, John Smith Street 1 1 Main St
Wiew Freguently City: Mew York
Asked Questions State © Y

[ ——— Zip/Postal Code : 10044-0052

o ;
By Business info = Address Questions

[ Addresses & Contacts
Answer these questions as

applicable, then click "Next" to
continue.

D activation Summary A Should your legal address listed above be used for any other type of address (Administrative, Ordering, Payment or Billing)?

B Is your address information the same for Administrative, Ordering, Payment, and Billing addresses? . . .
Additional information for each

question is provided below.

C Do you have the same contact for all address types (Administrative, Ordering, Payment, or Billing)? :

Save and Close Cancel Activation I Back | Next

An explanation of the Address Questions:

A: If your Legal address is the same address as any one of the additional 4 address types (Administrative,
Ordering, Payment, Billing), choose “Yes” on A. Otherwise, choose “No”.

B: Regardless if you choose "Yes" or "No" on A above, if your Administrative, Ordering, Payment, and Billing
addresses are all the same address, choose “Yes” on B. Otherwise, choose “No”.

C: To designate a single contact person for all 4 address types, choose “Yes” on C. Otherwise, choose “No”.

Page 9 of 11




Payee/Vendor Account Activation Guide

The example below shows what the Address and Contacts screen would look like if you answered “Yes”
to all the previous questions.

Comptroller DOE

Frivacy Report | Cont
Step 3: Addresses and Contacts

Save and Close I Cancel Activation | Back | Next

Based on the answers you provided on the previous page additional information is required to capture address and contact details for each of your different address types. If you wish

Welcome, first last

X to enter the same address and contact combination for each type enter all of the required fields below related to your Administrative, Ordering, Payment, and Billing address and select
View Frequently the Next button to proceed. Please note that your Billing address information is optional. If you do have separate address and contact combinations for each address type you may go
Asked Questions back to the previous page and change the answers you provided in order to fill out all the address and contact information on multiple pages.

B tiew Account Info. [7 *Administrative

B iy Business Info. i *Ordering

O Addresses & Contacts

O Activation Summary [ ~Payment

[¥ Billing *Entering a Billing Address is optional. Please uncheck this box prior to clicking 'Next' if you would prefer to enter a Billing Address at a later time
~» Address Information

"Street 1 :[{ Main St
Street Address, P.O_Box, Company Name, etc.
Street2:
Street Address, P.O.Box, Company Name, etc.
"G [New York

SlatemevmceleeW “York LI
Zip/Postal Code : 10044-0052
“Country : [United States E
Countv:,—_.]
“Phone: [499577.3333 Bt
JOCK00GXO
Additional Address Info : =
Other fields may be
= filled in if you believe
wasionfDepanment:l— they may be helpful
Fields with red asterisks are

required to move forward /
r+ Contact Informatic
For the addre shown above, please enter a contact pi /

*Principal Contact : [Joe Doe Fax:
“Phone: 111-222-3333 Fax Extension :

Phone Extension™ Alternate Fax :
Alternate Phone : Alternate Fax Extension :
Alternate Phone 1 I Email :
Correspondence Type : [[Spyrry=psrm _I

English Spoken:

Save and Close Cancel Activation | Back | Next

Additional Resources & Information:
+ As you complete each step and move to the next step, the system will check for errors.
If there are errors:
A notification message will be displayed at the top of the page.
‘You must correct the errors indicated before continuing to the next step.
Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.

pvricht @ 2011 The City of New York AN iohts reesrvsd

After you have completed the above sections, the “Activation Summary” screen should appear. If the
information is correct, click on "Submit Activation" at the bottom of the screen to continue.
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Payee/Vendor Account Activation Guide

When the "Thank You" page appears it means that you are now able to log into PIP using your (case-
sensitive) User ID and password via the website https://al27-pip.nyc.qov. Please carefully read the
instructions on this page, including the instructions for printing and sending the signed
Substitute W-9 Certification.

Comptroller DOE NYC.gov

Privacy Report |

Print This Page

m‘meﬂm.m Thank You for Completing the Online Portion of the PIP Activation Process!

View Frequently
Asked Questions

Congratulations, you have completed the Activation Process. You may now login to PIP using the User ID and Password you
Jjust created.

Your Vendor Code is: V500007
*Please save your Vendor Code for future reference Password Rese!l

The following registration forms are available for you

One More Step!

In order to complete your PIP activation and ensure cerfification, please follow the instructions below.
Failure to provide required information, as stated below, within 10 business days will cause your certification
request to be rejected.

*Requried:

ke=] Download Substitute W-8 Cerlification Form

Upon receipt of your printed substitute W-8 Ceification form, the City will validate your PIP account within five business
days. Click the link above to print, sign, and mail or fax the form to the address or fax number indicated on the form.

Optional:

=] EFT Reaistration Form

The electronic funds transfer (EFT), or direct deposit program, provides an efficient method of payment to vendors funded
through City of New York agencies. Vendors that activate in the Program will receive payment directly to their authorized bank
account via a secure transaction. To activate EFT, you may download the form and instructions above. It may take up to 10
calendar days to activate your EFT, assuming the bank verification is successful. If you have any questions, please call (212)
487-2592.

Please Note: On January 1, 2011 the city of New York instituted a new fee of $3.50 to be charged for the issuance of paper
check to any vendor/payee. In order to avoid being assessed this fee, vendors/payees should register for EFT by utilizing the
above form. To determine if a payment made to you by the City of New York has been subjected to the new Paper Check Fee,
please access the Check Stub for that particular payment via the Financial Inquiries -=Checks/EFTs section of the PIP
website.

k| PIP Activation Application

A pdfversion of your activation application is available via the link above. Clicking the link above will allow you to Save andfor
Print the activation application and maintain a copy for your own records. This document does not need to be faxed or mailed
with your Substitute W-9.

Doing Business with New York City - Vendor Enrollment

To ensure that you receive procurement solicitations from the City of New York for your Vendor Code, please click this link to
the Mayor's Office of Contract Services Vendor Enrollment Site: hitp:/iwww. nvc govihtml/selltonvcihtmlinew vendors.html.

You may legin to your PIP account to view and/or update your account infermation. Click here to login.

vrioht © 2011 The Gite of New York Al cohts esaryed

For additional assistance call 212-857-1777.
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