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; or a Contract/Purchase Order ID. 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.)

»= 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 Identification 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 Jl\.t:u::t:)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 inquiry to 1042vendor@comptroller.nyc.qov 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

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 seasch by Legal Business Name use a wildcard fBee FAGSs 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 iymation 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 in the form of ONE of the

following to continue:

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

= Contract or Purchase Order 3-part Document ID (Can be requested from the
payment-issuing agency).

= 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 3 options and entering:
e An existing 15-digit Check/EFT number and amount within the past 5 years; OR
e A Contract or Purchase Order Doc ID within the past 5 years; 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.

Welcome, New User

Wiew Fraguenthy
Asked Questions

Account Verification

Cancel Activation | Back | MmJ
h—

the agency that you have done business
with. Please seledt the Department Contact link below for a list of agencies and contact details.
Jepariment Contacts

To activate your account, select an option below and enter the information required. If you do not have check or EFT information please contact

Click Next
to Continue

Please select the Frequently Asked Questions for suggestions on how to find the information required.

Select
Check/EFT

= Check/EFT Information (The Check or EFT siub must have been issued by the Advanlage Financial )
CheckiEFT Number [1534 56789012345

(Cmit the “AD" or "EFT" prefix and only enter the 15 digit check number)

Select
Contract or
Purchase Order

Example: 1234567890
CRECKIEFT AMOUNt [12345 67

(Do not enter commas)
Example: 1224567

—_ Contract or Purchase Order Information

Select
Activation
Code

Contract or Purchase Order number |F":JIIJI Vl [123 [12345678901
Example: PO 123 12345678801
Ld!s»alectwueﬁomliﬂ | Department Cace | [ Conteact or PO Number |
—» Activation Co

Activation Code 123456789017

Example: 12245678 90?2

The 12-digit Activation Code is only available if you didnt have
financial ransactions in the past 5 years. Contact the PIP Help desk
for the 6-digit code to add to the first 6 digits of your Taxpayer 1D
Mumber for entry on this page.

In this example the TIN was 123456 and the code was 789012,

Additional Resources & Information:

As you complete each step a
if there are ermors:

-

A notification message will
You must correct the errors indicated before confinuing 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 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.

Payee
information

Portal

Welcome, New User
Miew Frequently

Asked Questions
O user information

[ verify Email

Comptroller DOE NYC.gov Vendor Enrollment Application

My User Information

A
Cancel Activation Back | = Next

Create your user 1D 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

v General Information
*User ID (case

) |JnhnSmith (User 1D should be at least 7 characters in length. Refrain from using char.

*First Name : ’Juhni

“Last Name : W

*Email : ,m

*Re-enter Email : ,m
“Phone : ’m Ext. :’—

20CCI0CEI00CK
Fax:

=000

= Password
“Password (case itive) :

(Passwords must be between 8 and 16 characters in length and contair|

*Re-enter Password :

= Security Questions

Ifyou 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: ‘Whal streat did you live on in your childhood? V| [eneeee [sessee
"Question 2: ‘Whal was your childhood nickname? V| [sesees [easeee
*Question 3: ‘What's the last name of your favorite teacher? V| [eeeees [eeeeee
*Question 4: ‘What's the make of your first car? V| [eeeees [eeeeee
*Question 5: ‘What's the name of your first pet? V| [esense [sessee

clers suchas /==+ - =\")

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

Privacy Report | ContactUs

atleast 1 numericvalue)

*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:

v
Cancel Activation Back |  Next
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Section

PIP Activation Quick Start Guide

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.

Step 1.7: On the Thank

Verify Email Address

T Continusg pour FIF sciivalion, we must vty your gmad addngss
Lok inka your browser

our amail contacts | pipi@fisa-opa.nyc.gov
A4 eamall will b Sent to the Solowing address : smith@eompany,com #=— CHCK “Next” to continue,

VW Yoad reCaivn T amaal w Send Fou, Tollgw T link prosidad or copy the

Hake S pour fan Secuiy Bemng will nol block e receipl of Tes emad. To peeven he amal #om being biscked add he klliwing addness 1o

A verification emall will be sant

R

Canced pctivation | | Back | Wewt

You page, click Close
Browser to exit PIP.

Step 1.8: Open the verification

the activation process.
You will be taken to a PIP login
page. (If you don't receive an

folder or contact PIP @fisa-
opa.nyc.gov.)

Email and click the link to continue

Email from PIP, check your spam

as a primary method of correspondence.

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

"@ si//fisa.nycnet/webapp/SelfService PEmailToken=00677407756638756548

Thank You.

=
A9 o {U|= ADVMAIL: VERIFY YOUR PIP EMAIL ADDRESS - Message (Plai.. | = | (= [sdum
Message Insert Options Format Text Review [~ e
. x (=g Reply ‘0& Set importance M3 - (3 Mark Unread S [ : ]
A i
_,_-%\ Reply All IEI Set importance ~ - _}E E Categorize = - b
&y~ Delete | Bv | s Mave Editing| Zoom
i Forward = Lt Per - [~ ¥ Followup~ -
Delete Respond Cuick Steps Move Tags Zoom
From: pip@ﬂsa_opa_nyc_gov Sent Wed 2/1/2017 10:10 AM
To:
Co
Subject: ADVMAIL: VERIFY YOUR FIP EMAIL ADDRESS
o o o R . . [ . oo g =
SN RN W R IR ERMN KRR RRMN R T 7 ||
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

Clickto

continue with

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
account.

Login

User ID | johnSmith

After you enter your User

] - ID and Password, click
To centinue activation. enter your User ID and Password. "Login" to continue

Password sessssss

v

to complete the activation.

—_—

Step 1.10: Click Submit Activation

Submit Activation

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

Submit Activation

Welcome, Creative
Diversity

View Frequently
Asked Questions

Save and Close

Cancel Activation

December 20, 2019
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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 DOE NYC.qou 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) : . . .
JohnSmith {User ID should be at least 7 characters in length. Refrain from using charjcters such as/<=+ =V}
O verify Email )
First Name : [3. -
“Last Name : [g o
“Email jsmith@company.com : "
] . |——= The red asterisk (") means
“Re-enter Email: [i v &company.com the fields are required.
. . . Then click "Next"
Phone:: (592 5551212 Bxt:
JOOGKGGI0000
Fax:[
20000000
v Password N
Password (case L P ———— (Passwords must be between 8 and 16 characters in length and contair| 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: Cancel Activation Bar.kl Ne-xtl
+ Asyou complete each step and move to the next step, the system will check for errors.
If there are errors:
Step 2.4: Onthe —_—
. . 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
Verlfv Email Address ik indy your browser
page, click Next. Liake St POur T SRRy 5 EING will not Dlock M neceipl of Tt amal. To peevent e email om being biocked. 3dd e Billowing address 1o
T your amail contacts © pipEfisa-opa.nyc.gov [ ]
An Email will be sent pipE pa.nycg A verification email will be sent.
. &n emad will be sent bo e Bollowing sodross - a— Click "Next” to continue,
to the Email address Ismith@csmpany.com . I~ %
yOU entered. Cancil ACtivation I P.tchl Mt
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.)

I T
Al ¥ G » » Q|+ ADVMAIL: VERIFY YOUR PIP EMAIL ADDRESS - Message (Plai.. | = | =) [t
Message Insert COptions Format Text Review &y e
: x (= Reply % Set importance N3 - Mark Unread 8 ©
:2 Reply All Set importance [ _;E 85 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---|---E---l---4---|---5---| aAlﬁ'
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.

account.

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

After you enter your User
ID and Password, click
"Login™ to continue

Login

To continue actvation, enter your User ID and Passwond

User ID JahnSmith

P‘..'lmrd LU L

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 2
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 _
O (® | will use my entity's Employer Identification Number (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 . .
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
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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.

Stap 2 My Business Information 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

'-':n:::m:u: d. Please review all information canslully beloro procesding. You must select the Sae and Close prios 10 exiting. I you o0 nat, you will hive 10 ne-suier all G303 again.
] Graoger
2 e eccount it w Qvganization Information
C [PIT —— "o ree flnchadual fro— I
0 mtrwanas & Contachs = A CRasge o T T wll (e Bl AN B e ity pebed
] howwsmon Summary -m:mm:m
Locatn 'IMMIII:,—

w Legal Hame Information

e “Last Mama : [Z
mu:'i hu-nmuunmu:'i = “Loget Names

“w 1028 TIN Information

Rl Tanparped ID Humber |
Tawpayer i) Nambser TR | sepprrpasteg Detasbed TH Type : [T

» Lagal (1099) Address Information

“Snreen i
LB et Fields with red asterisks () are required
"CRY  [hiew York to be filled in to move forward
St Proviscs : (1w York I
DipPosial Code P0001
Comniry : [Unsed Exates >

» 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

Vona 05 e iy, b B Bl bl
Backup ¥ 3k 0| s

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.

FATCH By L .-[ '__.I

= Discount Information
T apprapnste. Cliase inler ity (iiocunt Teme pou SBer ko Drompl Cament of irvsons

mﬂhl:l’i [I'mnlh‘hﬂlhl Other fields should [yn
. i el r e ht we o ¢
Wumbercd Days 2l e i | filled im If they apply
Womber o Days i OiscoumtPercentd:[—
- rdnnil:li lemll:l

[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 Tl ol o |
Welcoms, John. Smih Pladiis @il B Rollcowinty) iformalien BOS01 o Ligal, Admintyiaie, Ordenng, Pyl ind Biling s58 el
TR — » Show Address Descriptions
A Gt w Lagal Addresn Infarmation
% M B i Ereet 1 1 Main Sreed
8ty B bt Chy Hirm Yark Answer these questions as applicable, then
[ Acdreners & Conisoiu " i edick “Hext” to contirue,
BplPotal Cestn ; 100041 Agditional information for sach quattion i
Clmtrain tussinsry provided below, "
= Address Cluestions
A Tl ool HESE SACREE NI 55w B v 2 R Sty B BEd ol SF A | e, CHiiding, Pay oo D7 | 8 Yk Mo
B I3 o address nfurmabon fie same for hdminisirafve. Ordering. Payment. ssd Biling addressaes™ ® Yes L]
D wois Parvd Tl SaTel Contat for ol R30PES S hypes (Admintsiraiiee, Orderine, Paymen, of Bileg)™ % Yes Mg
Save pod Clows Careztd Aoy mtron, I D}:llﬂl
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.

Step 3. Addresses and Contacts Sarew wd Chous | Cancel Actabon | Msck m:tl ™

Batad o he AAFWErS you Drovided on The DRevious page addmnal inledmandn |5 regeired 1o capbire addness sad coatact detats for sach of your diferes] addrets hypon ol
o wish Bo silet the samae address and coatsct combination or ach by ented o of Ba required Diekds below tolafed 10 yost Admisssiratree, Ordering, Paymesy and Biling
address aad select the Next befion [o procesd. Pleass sobe thal your Biling ad&ess information is optional. IT you do keve separale address and costact combmaboas for each
address Type you may go back o the previous page and change the answars you previded in order o1l cut o the address and contact informaton oo Mulpe pagEs.

L] “Admisisirstive

Admenisralive, This is B 00Ess Whine COmes pondances al do ol relate 1o Payment, Blling, of Ordenag will 2a sanl. The COmact peeson should B9 Somanns who will be abis i
Sppropately eouls Al CHTIEONDINGCES, WHICH My D8 el vl #-mail B, oF Sred mad In Sroeris ioid 30y SErupien in ComEIEontence, Dlaais ivaid e use of P10 Backs whie
BOSHING yiR JEMEAET AT JOdrEEd

=] “Cdanag
CHaering Thig is e 000 RES whics Midaig Jnd 450
Lomed pehdenor fEQInENY donkadting Sopothriie
e Orderng Address. Ofver hpes THTR S DO
(2] “Paymant
Faymant This is the address for our Accounts Recenable, andwhese coniract and othed payments $hould be sent. Tha confact parson should be somecos who will ba able o
PIOCRSS O appropriately route payments made b e business

~| Billing
Esling: This i e s3dress fof your Aocounts Papable, and whese Bils and imwoeces should be senl The contsd person should be somecne who will be able io (IDCeES of
appeopriately rouls 23 and nvoioes 1ecohvad by T busingss

= Address Infermation

ih wil o B T Sonthcl SHThon Shoubd B8 Somesnd whs S8 10 FEREONE 10 OF BESSEN BT Pl
T note Tl nobies of s oBolabon b bds &0 ingqueils I procodats will Ba aenl s o-mad 15 Tl conticd pers on Bated tor
related iy oeders may be sanlva e-maill Fan or dined masl

Fields with red asterisks (*) are
required to be filled in to move
forward

Sweet Aagneds. PO Boa, Company Name. ok
R e Yok
" SlabeProvnce ;| Vork -
“DosBostlCooe: 52 00z

Couiry 2 pd Saates vl
Comaty : v
“Prons ; [ ExL:
precdins cenr s
Additiaal Addrass info -

IWerinn Thegartmisnl .'.
w Contact Information
For the address fype shown above, please enfer a contad pers.

*Principal Coatact : b
Pﬂm[z{iﬁ?zﬁ— Fax Emmm:r

Phona | Al bt F :|

Click "Mext" |

Mumzl— ARernatn Fax Exlofon |
Amgrnale Phoon Exbension: [ “Eemad : [T a—————
Eaghish Spoken : |7 Commespondence Tipe ;| E gy v:
Save s Classr | Carcsl Actrestion | u-.atl ﬁd;
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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 DOE

Activation Summary

Welcome, Jack Jones

for you to make your change.

View Freguently . . .
Asked Questions. + Organization Information

Organization Type : Individual

10989 Classification : Individual

Location Web Address :

Hew Account Info.

M my Business Info

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:

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

+ Exemption from Backup Withholding & FATCA Reporting

——b MNote: If you de not sign the W-2 you cannot receive awards and payments directly from the City of Mew York, but you are still

NYC.gov

Privacy Report | Cd

Save and Close I Cancel Activation | Back Submit Activation

Print This Page |

Update Information

First Name : Jack
Middle Name :
Last Name: Jones

Name on Check :

Use "Update ____.'.Ugdate\mormal\on
Information links to

change information

before submitting for

activation.

Detailed TIN Type : S8M

\'* Update Information

State/Province : New Jersey
Zip/Postal Code : 07003
Country : United States

Update Information

Country : United States
County :

Phone : 2122122122
Phone Extension :
Additional Address
Info:

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 | Back Submit Activation Print This Page

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

Chedk the Opt-Out box below if you do not want to sign the W-3 and click "Submit Activation” to continue.

eligible to enroll for commedities, receive 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

« 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 2.15: 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

S —

THE CITY OF XEW YORE-FAYEE INFORMATTON PORT AL R T ST P PO B LGS
' TAF LI TR TR

SUBSTITUTE FORM W-# O ORI - TR PO
FMS EEQUEST FOR TAXPAYER IDENTIFICATION NUMEER & CERTIFICATION YRR

FENDORCUSTOMER CODE: P30 % =

Part I - Vender Informstion

1, Lagad Busimer Numse: A it sppeary sa RS EIN recerds, CP7E, L00C e 1. Doinp Buzimaz: A

Serial Seremry Admas Brcerds, Seal Savwniry Card, Secial ey
Corndel snan)

Tobn Spuish

3. Estity Type 4. For Official Tze Ouly
Individual 308

Part II - Taxpaver [dentification Number & Taxpaver [dentific ation Typs
1. Tumpaver Tde wnfls somm N b I I Tuopesver Dibe monll nresn ¥ wambetv Tops j

Under the penalties of perjury, | certify that:

1. The mumber shown on this form B my cormect TaxPayer identification Number, and

2. | am not subject to Backlp Wehholding because (a) | am exempt from Backup Withholding, or (b) | hawe not been notified by the
RS that | am subject o Backup Wihholding as a resull of a fadure to report all inferest or dividends, or (c) The RS has notified
me that | am no longer subject io Backup Withholding, and

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

4. The FATCA code(s) entened on this Form (if any) indicating that | am exempt from FATCA Reporting is cormect

The internal Revenve service does not MEgQuire your consent to BNy pronvision of this decument other than the certifications reguired to avokd DI‘EK.I.IFI
withholding

‘I declare that | read and agree to the above staternants, [ axamined the information within my W9, and | cartify that my W-9 is correct

D'“ﬂ el Enter your PIP ——* Enter Password
password.
If you clicked '1 Do Not Agree’, cli

If you clicked 1 Agree’, please enter the password associated with your PIP User ID
and click 'Sign® to electronically sign your W-9.

Click "Sign" to submit
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.qgov or 212-857-1777.
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