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.gov/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 commaodity 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.

= |f 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.)

= If 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

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,

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

Contact Us

Help
Privacy Report

initiate ter on the DOE's Bidders List at: e,
-/ivendorportal.nycenet.edufvendorportal/public/register.aspx. dovef A\ tivation Quick Start Guide for New/Existing Vendor
process - "
u are already a DOE vendor looking to modify your FoF
ation, fax a 2014 W9 and Change Letter to the DOE at 718- lhEl——I'.I’D\rect Deposit Quick Start Guide
228-8873. Your changes will be processed by the DOE in FMS
and the DOE database, FAMIS. Click on the "View All Documents” link for a full listing of the
documents available.
View All Announcements View All Documents
July 7, 2021 Page 2 of 18
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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
Ll  Search for an Existing Account gack
Portal
Welcome, 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 hew 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

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 yodr tax home is in another country; andior
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 jie information you previously provided. Please select one of the search options below to determine if you already have

mail inguiry to 1042vendor@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

¥ Company Search

Taxpayer ldentification Number

Hint: If you would like to search by Legal Business Name use a wildcard

Search

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

= FAQs for more information).
For example: Using ‘Global Advertising’ ss an example; *Global rflums "Advertising Global', Global® retums "Globsl Advertising’ and “Globsl” returns sny name containing ‘Global”.

OR Legal Business Name |*BIG APPLE GRAPHICS*

OR

r Individual Search

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 name 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

Account Verification Cancel Activation I Backl 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

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
Check/EFT I Tex
C"eC”EFTN“mber|[][][JU[]123456?890 (Omitthe "AD" or "EFT" prefix and only enter the 15 digit check number) to continue

Example: 1234567890
Check/EFT Amount |12345.5T

OR I
Example: 1234567

(Do not enter commas)

Select ) Activation Code
i i Activation Code
Acgvztmn | 123455783012 The 12-digit Activation Code is only available if you didn't have
ode Example: 123456780012 ®—— financial fransactions in the past 5 years. Contact the PIP
Helpdesk for the 6-digit code to add to the first 6 digits of your ¢
Additional Resources & Information: 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.
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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 Frequently

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 <=+ ;=\")

(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| |------

|d———— 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 A

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
Email Address page,
click Next. An Email will
be sent to the Email
address you entered.

Lok inka your browser

Step 1.7: On the Thank

Verify Email Address

T continus Four FIP activalion, we must ity your amad adoness. When you recaie M amall wa send you, follow Tue link provided or copy he

Liake Sue poul fan By Sefng will no
our amail contacts | pipi@fisa-opa.nyc.gov

An xmall will b Sont o B BBoWINg SCdress © [SmithScompany.com S— Chlick "Next” to continue,

E block el Pzoipl of T amiel. To peeven] he amdsl Fom being Biscked 300 the Bilreing S00mas 1o
A verification emall will be sant

R

Canced pctivation | | Back | Wewt

You page, click Close
Browser to exit PIP.

If you cannot click o

o ENFEE [ |5 ADVMAIL: VERIFY YOUR PP EMAIL ADDRESS - Message (Plai.. | = | (=) el
Step 18 O_pen the_verlflcatlon File Message Insert Options Format Text Review o @
Email and click the link to continue . r =
the activation process SN S % st mporance B Gienured g4 Q
p . & L'&\ Reply All - Set importance - - _}F_l B2 categorize ~ e
- Delete B - 43 _ Move Iting | Zoom
You will be taken to a PIP login 6 Forward = [ Per B B Ealeuting
]Qage. (lf you donat receive an Delete Respond Cuick Steps Maove Tags Zoom
Emall from PIP, CheCk your Spam :‘r:m: pip@ﬂsa_opa_nyc_gov Sent Wed 2/1/2017 10:10 AM
folder or contact PIP@fisa- ce
Subject: ADVMAIL: VERIFY YOUR PIP EMAIL ADDRESS
opa.nyc.gov.
_')_‘q---l---l---l---z---l ------- | C 4 | 5 | -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

n the link below, you may copy and paste it into your browser.

Thank You.

continue with
https://fisa.nycnet/webapp/SelfSe rvice PEmailToken=006774077566 38796948 the activation
‘/ process.

Step 1.9: 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

Login

To centinue activation. enter your User ID and Password. "Login" to continue

After you enter your User
ID and Password, click

User ID | johnSmith

PaseuOrd oo | o[ o]

account.

Step 1.10: Click Submit Activation

to complete the activation. —_—
Payee

Information

Portal

Welcome, Creative
Diversity

View Frequently
Asked Questions

Submit Activation

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

Submit Activation

Save and Close Cancel Activation

July 7, 2021
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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.

Comproller DOE NYC.qow Vendor Enrollment Application
Privacy Report | ContactUs
4
My User Information Cancet Actvation | | mack | | exs]
Welcome, New User Create your user ID here. You will be assigned the role of Primary Account Administrator. Please see the Frequently Asked Questions for
\iew Frequently additional details about the Primary Account Administrator role.
Asked Questions v General Information
O user Information *User ID {case sensitive) : . N .
JohnSmith (Note: User ID should be at least 7 characters in length. Refrain from using characters suchas/<=+ - =\"}
O verify Email )
First Name : [} -
“Last Name : [g o
“Email : [ o .,
_ jsmith@company.com The red asterisk () means
“Re-enter Email: [i v &y ompany.com the fields are required.
*Phone (375 525 7272 B Then click "Next
JOOGKGGI0000
Fax:[—
20000000
v Password N
Password (case o |uuuuuuu (MNote: Passwords must be between & and 16 characters in length and contain at least 1 numeric value)
“Re-enter Password :[ o .
¥ Security Questions
If you forget your password and need to reset it, you will be asked to respond to the questions you select
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 v
Additional Resources & Information: Camoel Actation Bmkl Ne"tl
+ Asyou complete each step and move to the next step, the system will check for errors.
If there are errors:
Step 2.4: On the B —
. . Tooontinus your FIP acikalion, we mustvernily your emad addness. Wi you receien he amad we send pou, follipw e link provided of copy he
Verlfv Email Address sk ik FOUT Browser
page, click Next. Mk S FOUT T ROy 5 e will nol block e neceipt of T amuel. To peevent (e emasl kom being biocked. add the Rl owing address 1o
L — your amail contacts : pip@@fisa-opa.nye.gov [ ]
An Email will be sent Pip@fisa-opa.nyc.g A verification emall will be sent
. &n emal will be sent bo B Bollowing SOOTESS ° jaimi cenpany.comm 4— CHck "Next” to continue,
to the Email address Ismithi@<ampany. I 3
you entered_ Cancel Activation I P.:r_ll Ml
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.)

s T
A9 B » » Q|+ ADVMAIL: VERIFY YOUR PIP EMAIL ADDRESS - Message (Plai... | == [t
Message Insert COptions Format Text Review &y e
: x (= Reply P Set importance N3 @+ (P Mark Unread 8 ©
c& Reply All Set importance [ _;E B3 categorize " A
%- Delete | Bov | s Mave Editing  Zaom
iz} Forward = L3 Per - B+ ¥ FollowUp~ -
Delete Respond Quick Steps Fl Move Tags Fl Zoom
From: pip@ﬁsa_opa_nyc_go\.r Sent: Wed 2/1/2017 10:10 AM
To:
Cc
Subject: ADVMAIL VERIFY YOUR PIP EMAIL ADDRESS
_')_‘ﬂ---l---l---l---z---l---z---l---4- 1 [5 [ SAIﬁI
T 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.

Clickto

continue with

the activation
process.

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

Thank You.

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.
, Payee - . DI
L% Information - After you enter your User
N
Portal Logl n ID and Password, click
To continue activation enter your User 1D and Password

"Login" to continue
User ID JohnSmith |

Password seeeeeee

LI__uim—_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.

Save and Close

Privacy Report | Cont{
N Save and Close I Cancel Activation | Ne;ﬂ
Step 1: New Account Activation 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 _
- (®) | will use my entity's Employer |dentification Mumber (EIN).
Activation 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 . .
noene Classification types Click Next
Parnership 4—|changes, based on
Corporation the TIN Type 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
Chureh/Religious Org Question” link. Once you
Personal Senice Corp get an answer, you can |Og
8 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 |
A

Cancel Activation I Hext

July 7, 2021
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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.

Step I My Business informatien e T ey [y veey (|

Pliasis ba0er M Qedaral inlormation blow. Faskis wih & red asterish () ndezate requined Badds. Som of the fields are populalid with data gatherid ITom M queslions you previcasly
answaned. Please review all nformation canslully beloro procesding. You must select the Save asd Close Drios 10 exiting. 1 you o0 Bt you will hive 10 ne-suier all G303 again.

w Qrganization Information

g Tree  [RRidunl [T I
=& CRasge T bl woll reiree 8l 38T e sty eelered
'Mlﬂumn:,ﬁma o
Locatn Web Address

= Liegal Nase Infarmation
L “Last Name : [Ty _
m“:’i [ [ A m:l s n #[Legat Hama 7]

“w 1028 TIN Information

Rl Tanparped ID Humber |

Tanpayer I Bamber TYDE © cepprpg Detadled T Type :
“Re-enier Taxpayer 10 Member ;[ oo SEPUTREATIN S5 W

» Lagal (1099) Address Information

SA Y [ g Strwen Fields with red asterisks |*) are reguired
"CRY: [New York to be filled in to move forward
St Proviscs : (1w York I
DpPosteCode[igaay
Comniry i [Unted States >

» Exemption from Backup Withhelding and FATCA Reporting

The foliowing codes idently payess Fal are enemipt from Backup Wihholding. Gensrally, Indriduals (incuding Soie Proprisions) ane nol ssempl from Backup Wilhihalding,
Corpoiaiions ane nof enemel iom Backup Wishholding i Py susply lepal of medical senices. For payees siempl bom Bactug Wilshoding. please seled T aporoprste choloe
e 3 ml el D Bk Bl blanie

Tha Following codes sdenblly payees fal ane sasmpl Fom iepofing under FATCA. Thess cades agply Io persons submiling tis appcaiion fof accousts maintained culside of he
Unéed Stabes by coviain Suwgn Snancial insSfuliors. Thenstons, £ you are only submiling Tis appécalion for an sooount you hold in e Unibed Stales, leass T Jeld Slank.

FATCA By T 0 =

= Discount Information
W Speropasle, pliads dalid any Diiosunt Taimi pou SBeF K Drompl paymedt of ifmesed

bl L — Discomel Peecent 1] Other fields should only b
. i el r e ht we o ¢
Wumbercd Days 2l e i | filled im If they apply
o o Days 3 OiscoumtPercentd:[—
- rdﬂlﬂl'—l’i MIMMI-‘:I

[r—r—— [l e |
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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 Questicnnalre [re—r— I ot dammtan | st | sena]
Welcoms, John. Smih Pladiis @il B Rollcowinty) iformalien BOS01 o Ligal, Admintyiaie, Ordenng, Pyl ind Biling s58 el
T — » Show Address Descriptions
e w Legal Address Infarmation
% M B i Ereet 1 9 ain Sareet
8ty B bt Chy Hirm Yark Answer these questions as applicable, then
[ Acdreners & Conisoiu " i edick “Hext” to contirue,
TipPoosinl Cod ;10001 Addiicnal infarmation for esch quedtion i
Clmtrain tussinsry provided below, "
= Address Cluestions
H Srculd pou gl SeSara i RADES 50w B uilhd Bl Brry SE B of Basredi | b, Cirdeding, Pay oo D7 | 8 Yk Mo
B | s pour address infurmalion e same lor Admisisira@ive, Drdering, Payment, ssd Biliag addresses™ ® Yes Mo
D wois Parvd Tl SaTel Contat for ol R30PES S hypes (Admintsiraiiee, Orderine, Paymen, of Bileg)™ % Yes Mo
v Bl Clobd T Aoy BU0n I II.I::I-IEI
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”.
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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
guestions, 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.

N Payee —
L PRSI  Step 3: Addresses and Contacts Save ané Clove || Concet Actvaton | fnck | !unl
Portal
Basad ca the snswers you 00 e D £9g0 add 4 15 roguired 10 COpOIre Address aad CONLACT Getails for each of your diffarent address typos. i
you wish 10 enter the same address and Coatact Combination 1or each type onter o8 of Bhe required Nelds Dolow related 10 your , Ordermg, Pay ane talang
Weicome, Crow Willam address aad seloct the Next betion 1o proceed. Please aocte that your Biling address information is cpbonal. If you do have separate address and coatact combmations for cach
W rnaaty address type yoe may 9o back 10 the previous page and change the answers you provided in order to 18l out ol the address and contact mformation 06 multiple pages.
Axie] Queaioey :Z’ *Admisistrative
B2 Mrw Acosunt it Admenistratve | This i5 Ihe 200055 whiers CTESPON3ENCES Mat 30 not relate 10 Payment, Billing, or Ordenng will 3¢ Sent The CONLACE DISON SNSGID B S0MA0NE WHo Will be abie 3
Py o o s APLEOSONMDY route Al COMESPONDINCES, WHICH Mly D S4AL VA -l LRy, Or Ceact Mt I SIS 10 IVOIE ANy SSAUEBON i CHEILONTINCE, Slease Ivaid the Use of P O Botes when
SARNING YO JIMINSY Ve 200cesS
D astrerses & Contacts s
{7 "Orderng
D actvaton Summany

Orcesing This is the 30053 aNece 00l NG SOBOLISONS Wl De 00t The COALACI BArA0N SHOUES DE SOMESNE WhO will D 3210 10 reSpONS 10 OF SPSCoONatHly route
COMespONSENcES FEQINANY CONKICENG Seponundes PIease Note T3l noSCes of SOOCRIBCN For DISS 543 (OQUESLS fOf SrO00S MM Wil 50 S401Vid &Mk 10 v COMAcE DErsON Nated for
e Ocderng Address. Other hpes of comespondences related 1 ccders may Se 34nt via o-mal fax or Grect mal

(7] *Payment
Payment This Is the address or your Accounts Recehasie. and whers Contract and cthes payments should De sent The cortact parson shousd be somecns who will 34 adie to
process of apgeopriately route payments made to the dusiness

| Blng
Eling Thés is e 30ress our Accounts Payadie, and whese 25 and Invoices should De sent The contact pecscn should e 3omeone who will D abie 83 process of
appecpnately route DS ang o reCcohved Dy e Dusiness

w Address Information
“Street 1 :ﬁ* ,1” S

Street Address, P.O. Box, Company Na!

Sy Fields with red asterisks (') are

Steet Adaress. P.O. Box Company Name. ek required to be filled in to move
Yok forward

‘StateProwace : p York v

“Country :[ Unged States v
Cowaty : [ v
‘Phone : I Ext :[
200001000
Addivosal Adéress Info

mwm%

Save and Clase I Carcel Actrvason II.@I Next

v Contact Information
For the address fype shown above, please enfer a contadt pers
*Principal Contact : fais
Phose:GiaEs 212 Fax Extension :
e a1 Aternate fax:[ ] P
mum:r— Ahernate Fax Extension © ‘
Amernale Phcoe Extensica: [ R — T
Englsh Spoken : [ Cormespoadence Type: | £ ... =

~N
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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.

Comptroller

Activation Summary

The summary below is based on the information you entered.
for you to make your change.

Welcome, Jack Jones

Views Freguently . . .
Asked Questions. + Organization Information

Organization Type : Individual

1099 Classification : Individual

Location Web Address :

B Hew Account Infa.
M my Business Info
B Addresses & Contacts
O Activation Summary
+ Legal Name Information
Legal Name : Jack Jones

Business Name (Alias/ DBA) :
Name Control ; JONE

+ 1098 TIN Information

Taxpayer ID **==22122
Humber :
Taxpayer ID Number SSN/ITIN/ATIN
Type:

+ Legal (1089) Address Information
Street 1: 450 w33rd street
City : manhattan

Backup Withholding Code :
FATCA Reporting Code :
» Billing Address
Address Information
Street 1: 450 w33rd street
Street 2;
City : manhattan
State/Province : New Jersey
Zip/Postal Code : 07003
Division/Department :
Contact Information

Principal Contact : Jack Jones
Phone : 2122122122
Phone Extension :
Alternate Phone ;
Alternate Phone
Extension :
Fax:

There are two options for
submitting your activation. In order
to receive awards and payments,
you are required to sign the W-9. If
you select "Opt-Out”, you are
eligible for commodities and
solicitations only.

Additional Resources & Information:

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

If changes are needed, please select the Update Information link. This will navigate you back to the appropriate screen

+ Exemption from Backup Withholding & FATCA Reporting

As you complete each step and move to the next step, the system will check for errors.

Additional Help can be found in the Frequently Asked Questions located on the left hand navigation bar.

NYC.gov

Privacy Report | Cd

Submit Activation

Save and Close I Cancel Activation | Back

Print This Page |

Update Information

First Name :
Middle Name :
Last Name :

Jack Name on Check :

Jones
i Update Information

Use "Update
Information links to

Detailed TIN Type : SSN change information
before submitting for
activation.
™A ypdatc intormation
State/Province : New Jersey
Zip/Postal Code : 07003

Country : United States

Update Information

Country :

County :

Phone : 2122122122
Phone Extension :
Additional Address
Info:

United States

Fax Extension:
Alternate Fax :
Alternate Fax
Extension :
Email : fact@fisa-opa.nyc.gov
Correspondence Email
Type:
English Spoken: Yes

Update Information

Save and Close Cancel Activation Submit Activation

| Back

Click 'Submit Activaticn’ sbove o creste and electronically sign your W-8 on the next soeen
OR

Print This Page

Chedk the Opt-Out box below if you do not want to sign the W-2 and click "Submit Activation” to centinue.

Hote: If you de not sign the W-8 you cannot receive swards and payments directly from the City of New Yerk, but you are still
eligible to enroll for commedities, recaive solicitations or be 8 subcontractor. If you da not sign the W-9 at this time, you can sign it
sfter you complete sctivation (see FAQS for detsils).

[ opt-out

next step.
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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

——
THE CITY OF NEW YORK-PAYEE INFORMATION PORTAL D00 NOT SUSMET PORM 10 IRS PLEAS
X SURNESION INYIRUCTIONY O

a nron‘“"’ LOWER PORTON OF INE YoM
Fus REQUEST FOR TAXPAYER IDENTIFICATION NUMBER & CERTIFICATION ke

VENDOR/CUSTOMER CODE: VS000 % W

Part I - Vendor Informmation

1. Legel Buciness Name: (A i appears o BRS EIN recends, CPY5 100Con 1 Deoiag Business A5
Secial Secwricy Admia Records, Secial Secuniry Card Social Secuniny
Cerndaanen)

Jobn South

-

Eacity Type 4. For Official Use Only
Individual 308

Part I - Taxpayer Idendfication Numaber & Taxpaver Identificaton Type
1. Tuxpayer Idenaficanes Number l 1 Taxpayer ldennficavien Number Type _:]

Under the penalties of perjury, | certify that:

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

2. 1am not subject to BackUp Wihholding because (a) | am exempt from Backup Withholding, or (b) | have not been notified by the
IRS that | am subject to Backup Wihhokiing as a result of a falure to report all interest or dividends, or (c) The RS has notified
me that | am no longer subject to Backup Wihholding, and

3. lam a US ctizen or other US person, and

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

The internal Revenue service does not require your consent to any provision of this document other than the certifications required to avoid backup
withhoking

‘I declare that | read and agree to the above statements, | examined the information within my W-9, and | certify that my W-9 is correct

Oloouomgrec Enter your PIP el * Enter Passwordh

password.
If you clicked ' Do Not Agree”, clic. " . ——— = ’
If you clicked 'l Agree’, please enter the password associated with your PIP User ID . - i .
and click 'Sign’ to electronically sign your W-9. CIICk SIQH to Smelt
The City's W-9 review and approval process is 5-10 business days, excluding City your activation.
holidays. |

July 7, 2021 Page 17 of 18



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.gov or 212-857-1777.
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