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How to register a NEW vendor account in Vendor Self Service: 
 
Access the CCPS Vendor Self Service portal:  https://claytonschoolsgavendors.munisselfservice.com 
 
 
1. Click on the arrow in the top-right corner. 

 
 
 
2. Click Register for a new account 

 
 
 
3.  Enter your new account information and click Register 
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4. You will receive this confirmation message and go to your email message to complete the next step.

 
 
 
5. Sample message from Tyler:  

 

 
 
6. After you have confirmed your email address, the following confirmation message  

is presented. 
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7. Proceed to sign in to your account. 
 

 
 
 
8. Once you are logged in, you should click on Create New Vendor 
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9. Enter your vendor details by complete the required (red*). Once complete, click Continue to proceed to Step 2. 
  

 
 
 
 
 
Please NOTE: Minority Business Entity (MBE) 
Minority Business Enterprise Defined as a business that is at least 51% owned and operated by an ethnic or gender minority and 

certified by a city, state, or federal agency. 
MBE Classification  If you select Minority Business Enterprise, you must indicate the classification type(s) of the 

certification you currently possess. 
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10. Click add under each address type to complete your company information. Once complete, click save and 
Continue to proceed to Step 3. 

 

 

 

11. Click New Contact add General vendor contacts information. Once complete, click save and Continue to proceed 
to Step 4. 
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12. Enter the EEV# (Company ID Number): E-Verify is a web-based system that allows enrolled employers to confirm 
the eligibility of their employees to work in the United States. If you do not have an EEV #, you may click here to 
enroll:  Please note: CCPS does not manage the E-Verify process or their website. 
 
Add the EEV # and date of authorization. Once complete, click Continue to proceed to Step 5. 

 

 
1. Provide an EEV# (Company ID Number): Type 4-7 all-numerical number 

a. E-Verify is required by all vendors who may hold a public contract (i.e. Purchase Orders), which is a 
contract with a city, county, the state, a school board.  

b. A qualifying contract is any service or labor contract over $2,499.99. Qualifying contracts are for services 
like landscaping, janitorial, construction, consulting, security, and testing, but not for contracts 
that do not require the physical performance of services like equipment purchases, office supplies, leases, 
or rentals. 
 

2. Waiver Request: Enter the word WAIVED in the Value section 
a. This vendor does not perform physical services with the delivery of products. If this statement is true, you 

may proceed to A. If you do not agree, STOP and enter a VALID E-Verify # in the Value section. 

A. Submit a formal letter to include an explanation of the following 
1. Describe the type of products or services you provide 
2. Method(s) of delivery 
3. Does the company provide or offer services with the delivery of any products? 

a. If so, are U.S. based workers used? MUST answer Yes/No 
 

3. Exemption Request: Enter the word EXEMPT in the Value section 
 . This vendor is an individual with no employees. . If this statement is true, you may proceed to A. If you do 

not agree, STOP and enter a VALID E-Verify # in the Value section. 

A. Submit an Affidavit-No Employees (notary required) 
B. Submit a Valid State Identification (must be in color) 

 
 

 

Vendor information and forms are located here: Click this link 
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13. Select Vendor Commodities: This section contains a list of commodity codes that may be associated with your 
company.  

a. Enter a keyword in the search field that describes the product(s) and/or service(s) your company provides. 
b. Select the code (put a check in the box) 
c. Click Add next to all codes that apply to your company 

 
Once complete, click Continue to proceed to Step 9. 
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14. Review your Registration information!  
Please check that the information you have entered is correct. Make changes by clicking Change in each section shown. 

a. Add your attachments 
i. W-9 

ii. E-Verify 
iii. MBE Certificates 
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Attachments 
15. Add attachments to the profile by clicking Attachments on the menu. The Attachments option is also available when 

you are viewing their My Profile page. The Attachments column indicates the number of documents attached for the 
attachment types. Vendors can attach an unlimited number of files.  

 

 

 

 

 

 

 

 

 

 

To remove an attachment, click the number of attachments indicator. On the attachments list, clicking the Delete 
button removes the attachment.  

Note: Vendors cannot maintain attachments in VSS once they have been uploaded. 

 

16. Click Register to finalize your registration. You will see this message and should wait for the page to auto-refresh. 

 
 

17. Confirmation Page:  

 

 

 

 

 

 

Final Note: Your profile has been submitted to our system for review and approval. If your registration is approved, you will receive 
an email that contains your vendor number. If additional information or documents are needed, you will receive an email from a 
Purchasing team member. Please allow 1-2 business days to receive your vendor number. If you have any additional questions, 
please email the Purchasing team at purchasing@clayton.k12.ga.us. 




