PIP Activation Quick Start Guide

Follow the steps below to activate online access and/or create a vendor

account in the Payee Information Portal (PIP) at www.nyc.qov/pip
If you need steps with screen shots, see the full Guide starting on page 2.

1. Open the PIP home page, www.nyc.gov/pip and click the "Activate" button.

2. Read the Terms and Conditions for using the PIP website and click the “Accept Terms” button.

3. Read the PIP Activation Guidelines and click the “Next” button.

4. Search in PIP to determine whether a vendor account already exists in the system for your business.
If you have done business with the City of New York, or requested to be put on the City’s bid solicitation list,
your account already exists, and you only need to provide financial information to activate online access.

If your account is found, and you need to activate
online access to it, see
Section 1: Activating an Existing Vendor Account,
screenshots on pages 4 - 8 of this guide:

If you are creating a New vendor account to do
business with the City in the future,
see Section 2: Activating a New Vendor Account,
screenshots on pages 9 - 18 of this guide:

5. Enter a financial transaction from the past 5 years
as a 15-digit Check/EFT Number and amount paid
from a NYC check stub or your bank account
statement. If you have no financial transactions
within the past 5 years, contact the PIP Help Desk
for assistance: PIP@fisa-opa.nyc.gov.

5. Create a User ID and Password and enter your
Email address.

6. Select Security Questions and answer them.

6. Create a User ID and password and enter your
Email address.

7. Select Security Questions and answer them.

7. Click the link in the Email you receive from PIP to
continue the activation process.
= The link will bring you to PIP.

8. Log in using the User ID and Password you
established.

8. Click the link in the Email you receive from PIP to
continue the activation process.
e The link will bring you to PIP.

9. Log in using the User ID and Password you
established.

10. Click the Submit Activation button to complete
the activation process.

Note:

If you would like to be solicited by NYC to bid on
contracts, you can manage the commodity codes and
self-identified business types that you have on file
with the City of New York. Please create an account
with the City’s Procurement and Sourcing Solutions
Portal (PASSPort) with your existing PIP/FMS vendor
code, and select all relevant commodity codes.

Learn more at www.nyc.gov/passport

9. Determine whether you are activating as an
Individual or Company, then enter a valid TIN
number and any other required business
information.

10. Provide your address(es) and contact information.

11. From the “Activation Summary” page, click
Submit Activation.

12. Review the Substitute W-9 Certification form.
Then electronically sign and submit it.

Note:

If you would like to be solicited by NYC to bid on
contracts, you can manage the commodity codes and
self-identified business types that you have on file
with the City of New York. Please create an account
with the City’s Procurement and Sourcing Solutions
Portal (PASSPort) with the vendor code created in
PIP, and select all relevant commodity codes.

Learn more at www.nyc.gov/passport
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PIP Activation Quick Start Guide

This guide provides the steps you need to activate online access and/or set up an account for the
vendor self-service Payee Information Portal (PIP), for existing or new City of New York vendors.

» If you have an existing vendor code from the City of New York and want to access your
account online, please follow the instructions below for EXISTING VENDOR. (If you cannot
activate your existing account, contact the PIP Helpdesk at PIP@fisa-opa.nyc.gov.)

= [f you are a new vendor interested in doing business with the City of New York and need to
create a new vendor code and PIP online account, please follow the instructions on pages 2-3.
Then skip to page 9 for the NEW VENDOR instructions.

NOTE - If you are a non-United States business entity and any of the following apply to you:

country; and/or

e you are not sure of your status as a United States or foreign business entity.

Do Not continue on the PIP website to create a new vendor account. Instead, please send an Email inquiry
to: 1042vendor@comptroller.nyc.gov for further instructions.

you possess a Taxpayer ldentification Number from a country other than the United States
you do not have a United States based Taxpayer Identification number (i.e. EIN)
your corporate headquarters are located outside the United States

your business has a satellite or sales office in the United States but your tax home is in another

1. Click the Activate button to initiate activation. All new or existing vendors begin with a search.

User ID

(I

Password

1

Forgot Password

Click the Activate
button to activate a
new or existing
account.

Activate

N

Comptroller

DOE

NYC.gov

Welcome to the Payee Information Portal of the City of New York

The Payee Information Portal is a senvice that allows you, as a payese/vendor for the City of New York, to manage your own account
information, view your financial transactions with the City of New York and much more. Click on the Activate button to begin filling out
an electronic application to become a payeeivendor for the City of New York.

Announcements

04/14/2018

Mew process to Manage Commaodities and Self-ldentified
Business Types

As of August 1st 2017 MOCS has implemented the City's
Procurement and Sourcing Solutions Portal (PASSPort).

Vendors will no longer be able to manage Commaodity Codes or
Self-ldentified Business Types on the City's Payee Information
Portal (PIP).

To manage the commodity codes and sel-identified business
types on file with the City of New York, vendors should create an
account with the City's Procurement and Sourcing Solutions
Portal (PASSPort) and select all relevant commodity codes.

Learn more at www.nyc.gov/passport

04/14/2018
If you are registering solely to do business with the Department of

initiate
process

Click here to

cation (DOE), do not register via PIP. Registration will be
pleted for you upon award of a DOE contract or upon a
jol/office request. If you are seeking DOE opportunities,

ter on the DOE's Bidders List at:
-/ivendorportal.nycenet.edufvendorportal/public/register.aspx.
u are already a DOE vendor looking to modify your

ation, fax a 2014 Y9 and Change Letter to the DOE at 718-

228-8873. Your changes will be processed by the DOE in FMS
and the DOE database, FAMIS.

View All Announcements

New York City Department Contact Listing

Where can | find contact information for a New York City
department? Click on the "Department Contacts” link below.

Department Contacts
Forms

Listed below are quick links to frequently used Vendor forms and
PIP reference materials.

mPIP Activation el earning #1 - New Vendor

PIP Activation el earning #2 - Existing Vendor

mF’IP el earning #3 - Account Maintenance

mF’IF‘ el earning #4 - EFT Enrollment

FDF

ioiel\ctivation Quick Start Guide for New/Existing Vendor

For
EI——I'.fD\rect Deposit Quick Start Guide

Click on the "View All Documents” link for a full listing of the
documents available.

View All Documents

Contact Us

Help
Privacy Report
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PIP Activation Quick Start Guide

2. Read the Terms and Conditions page and click the Accept Terms button.

3. Review the PIP Activation Guidelines page and click the Next button.

4. Determine your search — Company or Individual, then do one of the following:
a. Inthe Company Search section, enter your organization’s Taxpayer Identification Number
(TIN) or Legal Business Name; OR
b. Inthe Individual section, search by your Last Name and Last 4 digits of your SSN (Social
Security Number).
NOTE: You can enter part of your legal name which PIP surrounds with the wildcard (*) to find
any part of the name. For instance, enter training solution for Computer Training Solutions Inc,
or Carpenter for Amelia Carpenter. DO NOT ENTER THE DBA NAME (Doing Business As).
5. Click the Search button in the search section you entered.

Privacy Report | ContactUs
Payee
Lgad Search for an Existing Account Back|
Portal
lWelcome, New 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 code if one already exists. If the account exists it will be designated as a company or individual based on the information you
previously provided. Please select one of the search options below to determine if you already have a vendor code.

v Company Search
To see ifyou have a vendor code and have an Employer [dentification Mumber (EIN) on file, first search by TIM:

View Freguenthy

Asked Questions

Taxpayer ldentification Number | COR Legal Business Name

Hint: If you would like to search by Legal Business Name use a wildcard [See FAQS for more information).
For example: Using "Global Advertising’ as an example; "Global returns "Advertising Global', Global® returns "Global Advertising’ and “Global® returns
SearCh byTlN or any name containing ‘Global'.

Legal Busines

Name 3 Search |

OR
@ Individual Search

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

Last Name AMD  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 information).

For example: Using "Smith’ as an example; “Smith will return sll people with |ast name ending in "Smith’, Smith* will return all pecple with last name
Search by Last that starts with ‘Smith’, and “Smith® will return all people whose last name contains “Smith’.

Mame and Last 4

digits of SSN =3 searcn |

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.

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 results are displayed for your account, continue to Section 1 on the next page to activate an EXISTING
Vendor Account that already has a vendor code.

» If you did not find your account and you believe you have one, please try again. Read the hints on the screen
for searching a Taxpayer Identification Number, or partial name, using the wildcard (*) to help with your
search. Contact the PIP Helpdesk at PIP@fisa-opa.nyc.gov if you need assistance.

» If you did not find your account and you are a new vendor wanting to conduct business with the City of New
York, skip to page 9, Section 2 to Activate a NEW Vendor Account and obtain a vendor code.
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PIP Activation Quick Start Guide

Section 1: Activating an EXISTING Vendor Account

SECTION 1: ACTIVATING an EXISTING VENDOR (an Existing Account was found)

Step 1.1: On the Results Found page, find your Legal Business Name in the search results.
Click the link next to it to continue. There are different actions you can take — see the explanations below.

awvendor code
¥ Company Search

Search for an Existing At:t:c:untlr aok |

If you are a non-United States business entity and any of the following apply to you:

You a Taxpayer i ion Number from a country other than tfie United States;
You do not have a United States based Taxpayer ldentification Number (i.¢., EIN);

Your corporate headquarters is located outside the United States;
Your company has a satellite or sales office in the United States but y:
You are not sure of your status as a United States or foreign businesgfentity

Please stop and do not continue on this website. Instead please send an

To activate your account you must have a vendor code. This page will help
account exists it will be designated as a company or individual based on

r tax home is in another country; andior

mail inquiry to 1042vendorg@comptroller.nyc.gov for further instructions.

u determine whether or not you have one. You will not be able to create a new code if one already exists. Ifthe
e information you previously provided. Please select one of the search options below to determine if you already have

Taxpayer ldentification Number

Search

To see ifyou have a vendor code and have an Employer ldentificatiogfMumber (EIN) on file, first search by TIN:

Hint: If you would like to search by Legal Business Name use a wildcard
For example: Using ‘Global Advertising’ ss an example; *Global rflums ‘Advertising Global', Global® retums "Global Advertising’ and “Globsl” returns sny name containing ‘Global”.

e FAQs for more information).

OR Legal Business Name |*BIG APPLE GRAPHICS*

r Individual Search

OR

Last Name

For example: Using "Smith as an example; “Sr
wheose |sst name contsins "Smith’.

Search I

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

Hint: If you would |ike to search by Last Name, you maf want to use wildcards (see FAQs for more information)
h will return all people with last neme ending in "Smith’, Smith* will retum =il people with last neme thet starts with “Smith’, and “Smith” will return all people

AND  Last 4 digits of SSN

The following exists for the iﬁmation you entered:

account, please stop and call 212-857-1777 for assistance.

Click the
Vendor Number Legal Business Name Alias/DBA Name Activated? R R
——
000 BIG APPLE GRAPHICS INC Click here to activate your account appllcab!e Ilnk tO
. continue
Has your account been found and listed above?
Yes, but it is already activated —_— Click the "Contact your Administrator” link to determine who you need to contact for access.
Yes, but it is not yet activated —_— Click the "Click here to activate your account” link to begin the process for activating your account.
Yes, but the activation is already in progress —_— Click the "Click to continue activation” link to login 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 (see Hint above). If you still did not find your

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 vendor code by clicking here.

Cancel Activation Back

If You See This Link Next
To Your Legal Business Name

WHAT IT MEANS / Action You Can Take

Click here to activate
your account

You do business with the City and have a Vendor Number (code), but the online

account access has not been activated in PIP. Click this link to activate it.

You need financial information within the past 5 years to continue:

= A 15-digit NYC Check or EFT number and amount (from a check stub or your
bank account statement).

If you have no financial transactions within the past 5 years, contact the PIP Help

Desk for assistance: PIP@fisa-opa.nyc.gov.

Contact your Administrator

The account was previously activated using PIP.
Click the link to display the name of the account administrator at your business.
Contact this individual to receive your own User ID and Password.

Click to Continue Activation

The activation process was not completed. Click this link to complete activation.
You need to enter your User ID and Password. If you do not have them, contact the PIP
Helpdesk at PIP@fisa-opa.nyc.gov for assistance.
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PIP Activation Quick Start Guide

Section 1: Activating an EXISTING Vendor Account

Step 1.2: On the Account Verification page, verify your account by selecting one of the options and entering:

e An existing 15-digit Check/EFT number and amount, issued within the past 5 years from the City’s
Financial Management System.

OR

e Only if you had no financial transactions in past 5 years, an Activation Code you received from the PIP
Helpdesk.

Step 1.3: Click the Next button.

Privacy Report | Contact Us

-f; nformation Account Venﬂcat'on Cancel Activation I Backl Nextl

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

Welcome, New User

View Freguenthy

Asked Questions 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
IC ex
Check/EFT ChecklEFT Number [o50001234567890 itthe "AD" or "EFT” igi to continue
(Omitthe "AD" or "EFT" prefix and only enter the 15 digit check number)

Example: 1234567890
Check/EFT Amount |12345.GT

OR I (Do not enter commas)
— Example: 12345 67
Select &0 Activation Code
Activation Activation Code| 123455739012

The 12-digit Activation Code is only available if you didn't have
Code Example: 123456789012 = financial transactions in the past 5 years. Contact the PIP
Helpdesk for the 6-digit code to add to the first 6 digits of your |
Taxpayer ID Number for entry on this page.
In this example, the TIN was 123456 and the code was 789012,

+ 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 Freguently Asked Questions located on the left hand navigation bar.

Additional Resources & Information:
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PIP Activation Quick Start Guide

Section 1: Activating an EXISTING Vendor Account

Step 1.4: On the My User Information page, enter information into the required fields marked with a red asterisk
to identify yourself and your chosen password. The User ID and Password are both case sensitive.

Step 1.5: In the “Security Questions” section, select five questions and provide answers to each. When you
request to reset your password, the answers will be used to validate the request. Remember to note for your own
records your chosen User ID, Password, and the answers to your five selected Security Questions.

Welcome, New User

View Freguently

Comptroller DOE HYC.gov Vendor Enroliment Application

My User Information

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.

Privacy Report | ContactUs

A
Cancel Activation Back |  Next

Asked Questions
O user information

O verify Email

v General Information
*User ID (case ) |JUhnSm|lh

“First Name : ’Johni
“Last Name : ’Smnhi
“Email: [iorith@company.com
*Re-enter Email: g it Gicompany.com
*Phone: [515 Fes qa1e

QOKOO00CK

Fax:

=000

v Password
*Password (case itive) : |

*Re-enter Password : S ——

» Security Questions

Ifyou forget your password and need to reset it, you will be asked to respond to the questions you select
below.

(Note: User ID should be at least 7 characters in length. Refrain from using characters such as f <=+, ;=\"})

(Note: Passwords must be between & and 16 characters in length and contain at least 1 numeric value)

Enter Answer Re-enter Answer
*Question 1: ‘Whal street did you live on in your childhood? V| [ensees [eenses
"Question 2: ‘Whal was your childhood nickname? V| |------ ‘--n--
“Question 3 : ‘What's the last name of your favorite teacher? V| [eeenee [eevene
*Question 4 : ‘What's the make of your first car? V| [ensees [eenses
"Question 5 : ‘Whal's the name of your first pet? V| |------

|——— The red asterisk (") means
the fields are required.
Then click "Next"

* Indicates a required field
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\ 4

Cancel Activation Back | HNext
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PIP Activation Quick Start Guide

Section 1: Activating an EXISTING Vendor Account

Step 1.6: On the Verify Verify Email Address

Email Address page,
T — T Coniinus pour FIP aciiva@on, we must vty your emal addngss WHEn youl ngtei e amasl wa send pou, olipa e link prosided or oogy e

click Next. An Email will el N FOUIT LGS

be sent to the Email Liake S your on secuity Sating will not block e receipt of #is amad. To prevent the emsil kom being bicched. acd the following address o
address you entered. rour smai contacts  pip@fisa-opa.nye.gav A verification email will be sent

An xmall will b Sont o B BBoWINg SCdress © [SmithScompany.com S— Chlick "Next” to continue, ——]
Step 1.7: On the Thank Canced Activation | | Back| et

You page, click Close
Browser to exit PIP.

o ENFEE [ |5 ADVMAIL: VERIFY YOUR PP EMAIL ADDRESS - Message (Plai.. | = | (=) el
Step 1'8: O,pen the_verlﬂcatlon :] Message Insert Options Format Text Review [} e
Email and click the link to continue X R -
the activation process P R gy B setimporance ) B Rrewomed (g Q
p ' _,_-%\ Reply All IEI Set importance - o _}E E Categorize = -
You will be taken to a PIP login & 2 | G rorwara 7 105 per L e e
u wi =3 4 - [ >
Ea;]e (lf yOU don,t receive an Delete Respond Quick Steps Move Tags Zoom
Emall from P“:)’ Check yOUr Spam From: pip@ﬂsa_opa_nyc_gov Sent: Wed 2/1/2017 10:10 AM
. To:
folder or contact PIP@fisa- ce
oga_nllc_govl) Subject: ADVMAIL: VERIFY YOUR PIP EMAIL ADDRESS
_E---I---1---|---2---|---E---l---4---|---E---l---sA@
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 email address will be used by the City
as a primary method of correspondence.

Clickto

If you cannot click on the link below, you may copy and paste it into your browser.

] o continue with
https://fisa.nycnet/webapp/SelfService PEmailToken=00677407756638796948 the activation
process.
Thank You.
Step 1.9: Enter your User ID
and Password and click Login. Login After you enter your User

. ! - ID and Password, click
L] Note: Do not bookmark this To continue activation, enter your User ID and Password. "Login" to continue

page. You will be logging in User ID Jgpmsmih
from the PIP Home Page

once you activate your Password seeseees L.m

account.

Step 1.10: Click Submit Activation
to complete the activation. —_—

Submit Activation

To activate your vendor account please click "Submit Activation”.

Welcome, Creative

Diversity Submit Activation

View Frequently
Asked Questions

Save and Close Cancel Activation
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PIP Activation Quick Start Guide

Section 1: Activating an EXISTING Vendor Account

The Activation Process is complete. Save your Vendor Code for future reference.

Step 1.11: Click the login link to enroll in EFT (Direct Deposit) for future payments from the financial system,
using your User ID and Password.

Print This Page |

PIP Activation Process Complete

Your Vendor Code is: 0003049206

*Please save your Vendor Code for future reference

The PIP Activation Process is now complete. You were assigned a unique "Vendor Code.” This is also known as your "Account Number.”
Electronic Funds Transfer (Direct Deposit) for Vendor Payments

In accordance with Local Law 43 enacted by the City Council in 2007, all vendors with City contracts over $25,000 are required to enroll in
the City of Mew York's Electronic Funds Transfer/Direct Deposit program.

The EFT program is a safe and efficient method for sending Vendor payments directly to your authorized bank account via a secure
transaction. It can take up to 10 business days to become an active participant, assuming the bank verification is successful.

Allvendors and payees are encouraged to enroll in the program. Go to the EFT Enrollment page in PIP to sign up for EFT with the City of
Mew York.

Please note that a fee of $3.50 may be charged for the issuance of a paper check. Look at payment detailed information in the Check/iEFT
Financial Inquiry to see if a check fee was deducted from your payment.

Mow you ca IEgr in to your PIF accountfo view or update your account information.

YOU COMPLETED THE ACTIVATION FOR AN EXISTING VENDOR.
SKIP THE REST OF THIS DOCUMENT.
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

SECTION 2: NEW VENDOR (Results not found in Search for Existing Account)

Please note the instructions for Non-US business entities: If you are a foreign vendor, you cannot use PIP to
create a new Vendor Account with the City. Definitions of a “foreign vendor” are listed in red at the top of page 2.

Step 2.1: Click the link near the bottom of the page to begin setting up a new vendor account code.

Privacy Report | {

Search for an Existing Account(Results Not Found) =

All foreign vendors must send an
emall to:
1042vendor@comptroller.nyc.gov
for further instructions.

DO MOT continue on this website.

If you are a non-United States business entity and any of the following apply to you:

flelcome, New User

View Frequent

- You possess a Taxpayer ldentification Number from a country other than the United States;
Aszked Questions

You do not have a United States based Taxpayer ldentification Number (i.e., EIN);

Your corporate headquarters is located outside the United States;

Your company has a satellite or sales office in the United States but your tax home is in another country; and/or
You are not sure of your status as a United States or foreign business entity

Q_Iease stop and do not i on this website. Instead please send an e-mail inquiry to 1042vendor@comptroller.nyc.qov for further instructionD
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 3 new code if one
already exists. If the account exists it will be designated as a company or individual based on the information you previously provided. Please select one of the search
options below to determine if you already have a vendor code.

« Company Search
To see if you have a vendor code and have an Employer Identification Mumber (EIM) on file, first search by TIN

Taxpayer ldentification Number OR Legal Business Name |*New York Abrasives®

Hint: If you would like to search by Legal Business Name use a wildcard (See FAQs for more information).
For example: Using "Global Advertising” 85 an example; “Global returns "Advertising Global’, Global® returns "Global Advertising’ and “Global® returns any name contsining "Globsal’.

Search |

OR
= Individual Search
To see if you have a vendor code and have a Social Security Number (SSN) on file enter your Last Mame 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 information). TO cCo nt' nue PI P
For example: Using “Smith’ 85 an example; “Smith will return all pecple with last name ending in "Smith’, Smith” will return 21l people| R R
*Smith* will return all people whese last name contains "Smith’. daccou nt actl\,l'atlon!

click this link
Search
@ results have been found for your searcD

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
stop and call 212-857-1777 for assistance.

gur account, please

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 vendor codepy clicking her:

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.

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.
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.2: On the My User Information page, enter information into the required fields marked with a red asterisk
to identify yourself and your chosen password. The User ID and Password are both case sensitive.

Step 2.3: In the “Security Questions” section, select five questions and provide answers to each. When you
request to reset your password, the answers will be used to validate the request. Remember to note for your own
records your chosen User ID, Password, and the answers to your five selected Security Questions.

Comptroller NYC.gov Vendor Enroliment Application

My User Information

Welcome, New User

View Frequently additional details about the Primary Account Administrator role.

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

Privacy Report | ContactUs

/
Cancel Activation Back | Nextl

Asked Questions v General Information

O user information

O verify Email
“First Name :

\John

“Last Name : [g o
“Email jsmith@company.com
“Re-enter Email : [jsmith@company.com
“Phone:: (517 5551212 Bxt:
JOOGKGGI0000
Fax: [
20000000

v Password
*Password {case

“Re-enter Password :

+ Security Questions

If you forget your password and need to reset it, you will be asked to respond to the questions you select

*User ID {case sensitive) : . N .
[JohnSmith (MNote: User ID should be at least 7 characters in length. Refrain from using characters suchas/ <=+, =\"}

(MNote: Passwords must be between & and 16 characters in length and contain at least 1 numeric value)

|———— The red asterisk (") means
the fields are required.
Then click "Next"

below.

Enter Answer Re-enter Answer
*Question 1: ‘What street did you live on in your childhood? V| |esnean [ensene
“Question 2: ‘What was your childhood nickname? V| [eaneee [esnsse
*Question 3 : ‘What's the last name of your favorite teacher? V| |esnean [ensene
“Question 4 ‘What's the make of your first car? V| [eaneee [esnsse
*Question 5: ‘What's the name of your first pet? V| |esnsee [eensne

* Indicates a required field
Additional Resources & Information:

+ Asyou complete each step and move to the next step, the system will check for errors.
If there are errors:

Cancel Activation Back | Nextl

Verify Email Address
Step 2.4: On the fy

Verify Email Address
page, click Next.

An Email will be sent
to the Email address
you entered.

bk I FOUT Browser

your amail contacts © pipi@ fisa-opa.nyc.gov

An eamall willl b sont o B oBowing SOOTESs * [Tl enpay. com S— Click "Next” to continue,

T continusg pour FIP activa®on, we mustwedity pour emad aoongss W 1ol recehen B e we send pou. follow T link provdad or cogy the

Lkl Sute poul 0w Secaiy 5 eling will nol block the receip! of TS emal. To peevenl ha il from baing biscksd. a0d thi !'-:‘lllilﬁ!l'lﬁ adadness o

A verification email will be sent

%

Canced ACtvation | Pa-cll Haxt

Step 2.5: On the Thank You page, click Close Browser to exit PIP.
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.6: Open the verification Email and click the link. It will take you to a PIP login page.

(If you don’t receive an Email from PIP, check your spam folder or contact PIP@fisa-opa.nyc.gov.)

P T
Al ¥ G » » Q|+ ADVMAIL: VERIFY YOUR PIP EMAIL ADDRESS - Message (Plai.. | = | =) [t
Message Insert Options Format Text Review =] e
. x (= Reply ¥4 setimportance N3 B (3 Mark Unread 44 ©
[ > ||
:2 Reply All Set importance = J _;E '3 Categorize = . A
%- Delete | Bov | s Maove Editing  Zoom
iz} Forward = L3 Per - B+ ¥ FollowUp~ -
Delete Respond Quick Steps Move Tags Zoom
From: pip@ﬁsa_opa_nyc_go\.r Sent: Wed 2/1/2017 10:10 AM
To:
Cc
Subject: ADWVMAIL VERIFY YOUR PIP EMAIL ADDRESS
_')_‘ﬂ---|---1---|---2---|---:---| 4 [ 5 1 aAlﬁ'
1=t T T T T T T T T T T T =
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 email address will be used by the City
as a primary method of correspondence.

If you cannot click on the link below, you may copy and paste it into your browser.

@ps:,J’,J’ﬁsa.nvcnet}'webapp,fSeIfSer\n‘ce?EmaiIToken=006ﬂ40ﬂ56638?96948

Thank You.

Clickto

continue with

the activation
process.

Step 2.7: Enter your User ID and Password and click Login.

Note: Do not bookmark this page. You will be logging in from the PIP Home Page once you activate your

account.
i After you enter your User
Lﬂgl n ID and Password, click
To continue activation, enter your User ID and Password "Login™ to continue
u“l’ D JahnSmith
S — L
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.8: Select the TIN Type.
Note: If you select Social Security Number, be sure to select SSN, ITIN, or ATIN.

Step 2.9: Select the classification that applies to your particular business entity.
Note: The Classification list changes, based on the TIN Type you select.

Then click Next.

Privacy Report | Cont{
N Save and Close I Cancel Activation I Ne;ﬂ
Step 1: New Account Activation 7 Y
Vielcome, John Smith ; " : :
Please choose one of the following options to describe how you plan on doing business and select the Next button to continue.
View Freguenthy
Asked Questions + TIN Type
O Hew Account Info. O Iwill use a Social Security Number (SSN), Individual Taxpayer Identification Number (ITIN), or Adoptive Identification Number (ATIN).
O My Business Info Please select one ofthe following: (O SSN O [TIN O ATIN
[ Addresses & Contacts _
Dl Retivation 5 (® | will use my entity's Employer Identification Number (EIN).
ctivation Summary
AND Select the TIN Type.
L Note: If you select
+ Classification Social S it
| plan to do business using the following classifications. Please select only one. ocla ecurl y
Hint:  Use the Frequently Asked Cluestions to obtain a definition of the classifications Nu mber be sure to
f \ select SSN, ITIN, or
Select  Classification . .
The list of ATIN
Individuzal e . .
nacz Classification types Click Next
Parnership < changes, based on
Corporation the TIN TY pe you
Trust selected.
State Government
Other Government
Joint Venture
Other Non-Profit Org
Estate
LLC Filing as Partner
LLC Filing as Corp Note: If you have any
LLC Filing as Sole Prop questions, use the "Submit
ChurchiReligious Org Question” link. Once you
Personal Senvice Corp get an answer, you can |Og
- Sole Prop/Small Business back in and resume
k(:)- Federal Government ‘) activation.
OR
« Question
Ifyou need assistance select the Submit Question button to send us your questions.
Submit Question |
v

Save and Close

Cancel Activation I Hext

November 29, 2024
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.10: Most of the fields on the My Business Information page will be pre-populated with the answers you
submitted. Only required fields (*) are necessary, but you should enter any other applicable information.

Then click Next.

The postal address is verified against current postal codes.

Click Next again.

Privacy Report | cmﬁ_

Payee
Information Step 2: My Business Information Saveand Cloes | CancelActivation | Eack | et |
Portal 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.
Welcome, John Smith 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,
View Frequently
Asked Questions - -
w Organization Information
M New Account Info. “Organization Tvee : [Company | | cnangs
O My Business Info. * & Change to this rzmove 3l dats praviously entered
[ Addresses & Contacts * Classification - | Corparation - |
[ Activation Summary Foreign Ownership Interest: )
Location Web Address I I
r A
-+ Legal Name Information 'S
*Legal Name on W-8 - I New York Abrasives Inc I Busifiess Name [Alias/DBA) : Name on Check :
% 1098 TIN Information '®
*Create Taxpayer ID Number - Taxpayer ID Number -
I”“"“' I Taxpayer ID Number Type - EIN
*Re-enter Taxpayer ID Number :I...."". I
-w Legal (1099) Address Information 'S
*Street 1 . . - .
[356 Dyer Ave | Fields with red asterisks (*) are required
< [New York | to be filled in to move forward
*State/ Province |NewY0rk o
*Zip/Postal Code
[10001 | )
Country* (Dnited States ~]
w Exemption from Backup Withholding and FATCA Reporting
The following codes identify payees that are exempt from Backup Withholding. Generally, Individuals (including Sole Proprietors) are not exempt from Baskup Withholding.
Conporations are not exempt from Backup Withhaolding if they supply legal or medical services. For payees exempt from Backup Withholding. please select the appropriate choice. If
you do not qualify, leave this fisld blank.
Backup Withholding Exemption : I -~
in
The following codes identfy payeas that are exempt from reporing under FATCA. These codes apply to persons submitting this application for accounts maintained cutside of the
United States by certain foreign financial institutions. Therefore. if you are only submitting this application for an account you hold in the United States. leave this field blank.
FATCA Reporting Exemption : I g
n
= Discount Information
If appropriate, please enter any Discount Terms you offer for prompt payment of invoices.
Number of Days 1 - I | Discount Percent 1 - | I
Number of Days 2 : Discount Percent 2 © -
[ | | | Other fields should only be
NumberufDaysS:I | DiscouanernentB:l I fl"ed in |f they apply
Number of Days 4 : I | Discount Percent 4 : | I
Save and Cloas Cancel Acfivation Back Next |
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.11: On the Address Information Questionnaire page, indicate whether the legal address entered on the
previous page will be used for the types of transactions you might have with the City: an address for
Administrative correspondence, an address for Ordering from you, an address for Payment to you, and an
address for Billing to you. You can specify the same or a different address for each of these address types.

Address Information Questionnaire

Fleaze enter the fllowing information akeut
your Legal, Administrative, Ordering, Payment,
. 2nd Billing sddresses.

[PoELEEI S, 2 eI I » Show Address Descriptions
View Frequently

Asked Questions

w Legal Address Information

B New Account Info. Street 1: 358 Dyer Ave
City : Mew York
M My Business Info. State - v

[] Addresses & Contacts ZipiPostal Code © 10001

[ Activation Sum mary

w Address Questions

Privacy Report | Contact

3avesnd Close | Cancasl Activation | Back | Mext

Answer these questions as applicable, then
click "Next" to continue.

Additional information for each question is
provided below.

A Should your lagal address listed above be used for any other type of address (Admini: ive, Ordering, P torBilling)? - (@ 25 () Ne
3 5 your address information the same for Administrative, Ordering, Payment. and Billing addresses? : Ql ves ) Mo
‘: Do you have the same contact for all address types (Administrative, Ordering, Payment, or Billing)? - O] res ) Mo
8ave and Closs ‘Cancal Activation 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: If you chose "Yes" or "No" on A above and 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”.

November 29, 2024
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.12: On the Addresses and Contacts page, the Address information is copied from the Legal (1099)
Address based on the answers you provided on the Questionnaire page. If you answered “Yes” to all the previous
questions, the example below shows the Address and Contact information you entered. You can change
addresses here, if needed.

Enter the Phone Number.

Step 2.13: In the Contact Information section, enter the Principal Contact, Phone and Email address.

Click Next.

 rbecisecon | Cestastun |
Step 3 Addresses and Contacts Sarvw s Chows | Cancal Ao siion |a.un m:tl ™

Banad o e aASWars you provided on The previous page addmnal isfermalion |8 regeired 1 caphure addnes aad contact detalls for sach of your difares] address hpes ol
yom wish Bo eoler (e 3ame address and costact combimation for sach brpe eater o of Be requited Nield s bolow related 10 poss atree. Drdaring, Paymensl. and Baling

Vipicoma, Crow Williem  address asd selec The Bext bution o procesd. Please scbe thal yowr Biling adaress informaBion is opbonal. If you do have separale address and coatact combinations lor cach
e Fracety address fype you may go back 1o the previous page and change the answers you presided in order to 1l cut o the address and contact mionmation oo muliphe pages.
pbped S phineg ] “Admisistratres
B merer Acoount inin Ademinisraiive; This is I a0creEs Whine COMES pondences Mal do nol reate 1o Payment, Biling, o Ordering will 2o Sanl The conlact peeson should Be Somaons who will e ath i
Raay e Appeconatily oute all COMIROndEncES, which muy b Benlvia sl i, oF dees mad. In Srser 1o Resid 40y SEUDEGR in CorIIEONOINcE, DIRaLE Feid M uas of PO Basks whina

BORING yoRs BEMIRERAE S0

D atrennes & Comtachs il

] “Qrdanng
CHdarg Thig is e 300 RS whivs Gideis Jnd
COMaE pondsntl s FEpINEND Conk aing Sop o
the Oedeving Address Ofher hpes of comes pond
] “Paymant
Payment This is the dddness o mous Accounts Recenatle, andwhese conbrad and oihed payments shousd be senl Tha contact penson should be Somecns who will b4 able by
POCRES Of appropriately roule papments made b he Business

| Biling
Ealing: This is fhe address for your Accounts Payable, and whede Bills and invoeces should be sent. The contact person should be somaone who will be abbe io MOC0SS oF
appropriaiely route RS and inveices recalved by Ta business

w» Address Infermation

. 0N =
reet 3= [ bgn 5

[ m O ——

opiih wil 8 Benl Thi Sontact SoTa0n Shoubs B8 SOMESns wha will Bd 3208 10 FEAEond 19 oF BESreenatel rule
ke note Tl noboes of dolicfabon for bl 500 egquesls Ios Drogonats wall Ba 380l i o-maid 1o P contict person Bated bor
related o oeders may Be senlvia -mal Fan o dinsct ma

Sheet Address, P.O. Box, Company Nal

sz Fields with red asterisks (‘) are

Feest Adarkas. PO, Box, Comgany Name. #% required to be filled in to move
O M Yok torward

"SI PRI || b Yok e
“possl Code 5551 5053

“Coumtny = niaed States

Commagy : w
“Plone ; [ Ext.:
pradiascrered
Additiaal Address info -

Mmhpcmm:[
+ Contact Information
For the address fype shown above, please enfer a contad pers

“Prnepal Coatact: [
'H""":ET) EEE. 1212 Fax Extenthon ;

Fag:

pai— ' e o Click "Next"
ARemnaty P : Anarnatn Fax Exionbon |

Ameenale Phons Exbension “Eemal ; smird@ompany com
[English Spoken : [ Comespondence Type | Eo. et
Save snd Clase | Carasl Actvston |m|hn
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.14: The Activation Summary page shows the Account, Business, Address and Contact information you
entered. Review all the information and use the Update Information links to go back and change information if
necessary.

Once you determine that the information is correct, select the Submit Activation button at bottom of screen.

Comptroller DOE NYC. gov
Privacy Report | Contact Ut
Information Activation Summary SavaandClosa | Cancel Activation | Back | Submitactivstion | Print This Paga
Portal The summary below is based on the

information you entered. If changes are needed, please select the Update Information link. This will navigate you back to the appropriate screen for you to make your
change.

Welcome, John Smith

View Frequently ¥ Organization Information
Asked Questions 9
Organization Type :

1099 Classification : ¢

M New Account Info. Foreign Ownership Interest -

M My Business Info. Location Web Address -

Update Information
M Addresses & Contacts

O Activation Summary
w Legal Name Information

Legal Name - Mew York Abrasives Inc First Name : Name on Check -
Business Name (Alias/ DBA) - Middle Name :
Name Control : NEWY Last Name :
"
Use Update Update Information
¥ 1098 TIN Information Information” links to /
Taxpayer [ ss++2122 Detailed TIN Type : change information
ool before submitting for

Taxpayer ID Number E|N
Type :

activation. \

Update Information

@ Legal (1092) Address Information
Street 1 353 Dyer Ave State/Province © New Yark
City : New York Zip/Postal Code : 10001
Country : United States
Update Information
w Exemption from Backup Withholding & FATCA Reporting

Backup Withholding Code -
FATCA Reporting Code :
Update Information

b Billing Address
Address Information

Street 1 : 355 Dyer Ave Country : United States
Street 2 : County :

City © MNew York Phone : 212-5556-1212
State/Frovince : New ork Phone Extension :
ZipiPostal Code : 10001 Additional Adnlriss
nfo :

Division/Department :

Contact Information

Principal Contact : John Smith Fax Extension :
Phene : 212-555-1212 Alternate Fax :
Alternate Fax

Phone Extension :
Alternate Phone -

Alternate Phone
Extension - Correspondence Postal Service

Fax :

Extension -
Email : jsmith@eompany.com

English Spoken : vas

Update Information

Save and Close | Cancel Activation | Back | Submit Activation | Print This Page

There are two options for submitting your activation:
In order to receive awards and payments‘ you are Click 'Submit Activation’ above to creste and electronically sign your W-8 on the next scraen.

H H OR
required to E-sign the W-9 on the next screen. Chsck tha Opt-Out b balow f you 40 it want £ sign tha WW-d 2nd click Submit Actuatian' o carénus.

/-8 you cannet receive swards and payments direclly from the City of New York, but you are stil

Note: If you do not sign

If you select "Opt-Out", you are only eligible to oot vt (ene Fae for deiig O be 2 subcantacior. ffou do not =gn ine W6 2t thi tme. you can =ign t
receive solicitations or be a subcontractor.
——y- ] Opt-Out

Addifional Resources & Information

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

A notificati ge 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.
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.15: The Substitute W-9 form appears and is pre-populated with the information you entered.
Review all the information and follow these steps to electronically sign and submit the Substitute W-9:
e Select| Agree
e Enter your PIP Password
e Click the Sign button.

Note: If any information needs to be changed, click the Back button to return to previous screens to update them.

Sign Document

— —t . - - %
=Y Y Vv @ e + @ of1 | ) a5 @
THE CITY OF NEW YORK-PAYEE INFORMATION PORTAL 0 NOT SUBAHT FORM Ti) IRS PLEASE
A B CTITIITE T SEE SUBMISSION INSTRUCTMONS ON
SUBSTITUTE FOEM W-3 LOWER PORTION OF THE FORM
FMS REQUEST FOR TAXPAYER IDENTIFICATION NUMBER & CERTIFICATION M2 REVISION
VENDOR/CUSTOMER CODE: VS00H!
Part | - Vendor Information
L Legal Busimess Mame: (As it appears an IRS EIN records, CP5TS, 147C-0r- 1. Dwing Business As:
Social Security Admin Records, Social Security Cand, Social Secarity
Certification ):
New York Abrasives Inc
Ja. Entity Type: 3b. Fureign Ownership Inierest: 4. For (iTicial Use Only:
Corporation O 101544 v

Under the penalties of perjury, | certify that:

1. The number shown on this form is my correct TaxPayer Idenfification Number, and

2.1 am not subject fo BackUp Withholding because (a) | am exempt from Backup Withholding, or (b) | have not been nefified by the
IRS that | am subject fo Backup Withheolding as a result of a failure to report all interest or dividends, or (c) The IRS has nofified
me that | am no longer subject to Backup Withhelding, and

3.1 am a US citizen or other US person, and

4. The FATCA code(s) entered on this Form (if any) indicating that | am exempt from FATCA Reperting is comect

The Internal Revenue service does not require your consent fo any provision of this document other than the cerifications required fo aveid backup withholding.

*l declare that | read and agreea to the above statements, | examined the information within my W-9, and | certify that my W-3 is
) 1 Do Not Agree Enter your PIP - * ENtET Passwurﬂ::"-"“" j)

password. ign | Back |
If you clicked 'l Do Mot Agree’, click 'Back’ to retu
If you clicked 'l Agree', please enter the password associated with your PIP User ID and click H neey " H
'Sign' to f:ls:l:h':mii:allylI sign your W-9. CIICK Slgn to SmeIt

your activation.

The City's W-9 review and approval process is 5-10 business days, excluding City holidays.
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PIP Activation Quick Start Guide

Section 2: Activating a NEW Vendor Account

Step 2.16: The Activation Process is complete. Save your Vendor Code for future reference.
Click the links under Downloadable Forms to print or save the Substitute W-9 or PIP Activation Report.

Step 2.17: Click the login link to enroll in EFT (Direct Deposit) for future payments from the financial system,
using your User ID and Password.

Print This Pagel

PIP Activation Process Complete You can print

this page
Your Vendor Code is: V300053053
*Please save your Vendor Code for future reference

Thank you for completing the online portion of the PIP Activation Process. You may now login to PIP using the
User D and Password you created.

The PIP Activation Process is now complete. You were assigned a unique "Vendor Code®. This is also known
as your “Account Mumber”.

Electronic Funds Transfer {Direct Deposit) for Vendor Payments

In accordance with Local Law 43 enacted by the City Council in 2007, all vendors with City contracts over
25,000 are required to enrall in the City of Mew York's Electronic Funds Transfer/Direct Deposit program.

The EFT program is a safe and efficient method for sending Vendor payments directly to your authorized bank
account via a secure transaction. It can take up to 10 business days to become an active participant,
assuming the bank verification is successful.

All vendors and payees are encouraged to enroll in the program. Go to the EFT Enrollment page in PIF to sign
up for EFT with the City of Mew York.

Please note that a fee of $3.50 may be charged for the issuance of a paper check. Look at payment detailed
information in the Check/EFT Financial Inquiry to see if a check fee was deducted from your payment.

Download the forms below for your own records.

Downloadable Forms

el Download Substitute W-9

x| PIP Activation Report Click login to
enroll in EFT

Mow you £an login to your PIP account to view or update your account information.

For additional assistance contact the PIP Helpdesk at PIP@fisa-opa.nyc.qov or 212-857-1777.
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