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Updating Information on an Existing Vendor
Account

To update information on an existing vendor account including signing up for
direct deposit follow the detailed steps below.

*You can not change your vendor name. To change the name of your vendor
account please email vendor.guestions@boston.gov. In the email, please
request that you would like your vendor name changed and attach a WO.

1. Open your Internet browser and type in https:/procurement.boston.gov
2. Enter your User ID and Password, these are case sensitive so you'll
need to enter them exactly as they appear.
*If you've logged in correctly, the ‘Login as an existing user’ box is replaced by
‘Top Menu Features and Descriptions’
3. Once logged in, click on ‘Main Menu' then click on ‘Add/Update
Vendor Profiles’
4. Click ‘'Update Existing Vendor Information’
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5. Make any necessary changes to the account in the appropriate fields.
Click ‘Next’.
e For 1099 Withholding Class, please choose 07
Non-employee Compensation
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Step 2 of 7: Vendor Contact Information
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6. For faster payments complete the direct deposit (A.C.H.) information.
When all information is complete click on ‘Click to Sign' then click
‘Next'.

(If you would rather receive a paper check via US mail, you may opt out of direct
deposit by checking the ‘Direct Deposit Opt Out’ box in the lower left of the screen,
then click ‘Next’.)

7. Review the W-9 Certification information. To proceed, click the ‘Click
Here to Acknowledge’ button and then click ‘Next’. If item #2 does not
apply, check the box as indicated.

8. Check the box to confirm that neither you or the organization you
represent are barred from doing business with the City of Boston. Click
‘Next’
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Step 5 of 7: SAM Certification

Tha City of Boston will not enter into a business relationship with parsons or entitias currently debarred or suspendad from
procurement by the fedaral or state govarnment or the City of Boston.
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9. Review the summary page for accuracy and click ‘Submit’.

10. Your vendor eForm will be forwarded to our auditing dept. for review.
Once approved you will be notified via email that your changes have
been completed.

Still having problems?

e Please reach out to Vendor Support. Open Monday - Friday 8:30am -
5:30pm ET at 617-961-1058 or at vendor.questions@boston.gov
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