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& Quick Start Guide for Existing Payee/Vendors

This guide has been developed to facilitate your activation in the Payee Information Portal
(PIP). You should follow this guide if you have a vendor code/number from the City of New
York. Please note that you will only be able to activate an account that has an associated
1099 (legal) address. If you have more than one vendor code/number and cannot activate
your desired account, please contact the City of New York at 212-857-1777.

IMPORTANT: Please remember your UserlID and Password when you create them;
you will need them to log back into the system.

Comptrolles

Help | Contact Us

iom Welcome

Information Privacy Report
Portal
to the Payee Information Portal of the City of New York

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

Announcements Contacts

Bead more B Click below to view the list of contacts for
departments within The City of New York
Department Contacts B Forgot Your Password?

Forms Click here to activate a
new or existing account

Click on a form below to either save it to your desktop or open it in Adohe

hiz| Activation Quick Start Guide for Existing Payeeendor

iz Substitute V-9 Certification Form

w2 Substitute W-9 Cerification Form Instructions

Access forms B

Step 1: Click the
“Activate” button
to get started.

@ Copyright 2005, The City of New York.

DOE

MNelcome, Guest

View Frequenthy TERMS AND CONDITIONS

Asked Questions
for this page Your use ofthis site is subjectto our Terms and Conditions.
Your use of this site constitutes your agreerment to these Terms and Conditions.

1. The following Terms and Conditions apply to the entity doing business
with or planning on doing business with The City of Mew York (the "User),
to any and all of the User's assignees and successors in interest, and to
any and all employees, contractors, and any other person or entity
authorized to access this site on the User's behalf.

2. The User agrees to use this site only to access information pertaining to
the User. The User shall not use this site to access information pertaining
to any other business.

3. The User acknowledges that the listing of a "scheduled payment date” on
this site does not guarentee payment on said date or subseguently. The
User agrees that it has not relied, and will not rely, to its detriment, on a
"scheduled payment date" or any other infarmation on this site.

4. The User agrees to indemnify and hold harmless the Department of
Finance, the Office of the Comptroller, and all other New York Gity

agencies and their contractors, from any and all damages arising out
the use ofthis site by the User and by any other users.
By clicking the "Accept Terms" button, you will be creating a legally binding agreement b en your
organization and The City of Mew York.

AcceptTerms || Reject Terms

the “Terms and
Conditions”.

Privacy Report | Contact Us

Step 2: Read and accept
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Comptroller

Privacy Report

| Contactu:

Information

View Frequently
Asked Questions

for this page PIP Activation Guidelines

Note -- The user who establishes an Account in PIP will become the "Primary Administrator” for the
Account and will be respensibile for maintaining access rights for additional users for this Account.

Navigation through your browser should not be used during the PIP Activation process. "Back” and
"Next” buttons will be provided on the bottom of each page for you to navigate through each page.

A, An email address is required to be activated in PIP. If you or your organization does not have an email
address, several online websites offer free email accounts. You can go to one of these sites and register
for a free email account. Once you have established an email account, you can use it for your PIP
activation.

B. If you are a vendor in the City's integrated accounting system but not activated in PIP, you need the
following information to complete your activation:

Taxpayer ID Number -- either Employer Tax ID Mumber (EIN} or Social Security Number (SSM)
Legal Business Mame or Individual Mame

Addresses for Administrative, Ordering and Payment (they may all be the same}
Contactinformation for each address (they may all be the same)

A Mew York City check number and amount for a check payahble to you or your company, issued fror
the FMS system, or a contract or purchase order transaction ID.

Step 3: Click “Next”
to continue.

C. If you anticipate receiving payment from the City and would like to be activated in PIP you will need:

= Inaddition to the above infarmation, excluding the last bullet item, a signed Substitute W-2 farm.
= The signed Substitute W-2 form must be submitted to the City and will be available to print atthe end of
your activation.

Back I Nexll

yright 2005, The

Privacy Beport | Contact Us
Payee

information

Welcome, Guest

¥Yiew Frequenthy
Asked Questions
for this page

Cancel Activation /] Step 4: Select Company or

Individual. The distinction
between these is that an
individual's Taxpayer
Identification Number is his/her
Social Security Number (SSN)
while a company’s Taxpayer
Identification is not a Social
Security Number (SSN). Click
“Next” to continue.

PIP Activation

v Please select an option below
(See FAQS for this page ifyou are unsure ofthe classiicat]

urganization)

C Company =]

 Individual

=~
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Quick Start Guide for Existing Payee/Vendors

Compfroller NYC.gov
Privacy Report | Contact Us
Information

Portal

Nelcome, Guest

View Frequently Cancel Activation
Asked Questions
for this pace Company Search

To activate in PIP you must have a NYC Vendor Code. The Company Search page will help you determine whether or not you have an existing
vendor code. You will not be able to create a new vendor code if one already exists for your organization's TIM.

To search for your company, first try searching by TIMN:

TINI
OR

Legal Business Hint: If you would like to search by
Namelco'mﬂ“&' wildcards (see FAQS for more |

-
<

The following exist for the information you entered:

usiness Mame, you may want to use
mation;}

Step 5: If you are a Company, enter one of
the search criteria and click “search”. If you
have a vendor code/number with the City,
information about your company will be
displayed. Click this link to activate.

Note: If you have a vendor code/number and
BFannot locate your company, please call
212-857-1777.

0 be less specific by using wildcards (see FAQS).

Vendor lumber Legal Business Name  Activated in PIP?

1234567891 COMPANY Mo

If you did notfind your company and believe you have avendor code, change your search crit;
If you still did notfind your company, please stop and call 212-857-1777 for assistance.

Ifyou have neverreceived a payment from the City of Mew York and do not have a vendor code, you may activate in Pl
code by clicking here. g

Please click here ONLY
if you do not have a
vendor code/number.

Privacy Report

| Contact U

Welcome, Guest

View Frequenthy Cancel Activation I
Asked Questions - o
for this page Individual Search

Step 5: If you are an Individual,
enter your Full Name and Last 4
Digits of your SSN and click “search”.
(Awildeard search may help in locatin® vour Full Marme

See FAQS for this page for more info If you have a vendor code/number
with the City, information about your
organization will be displayed. Click
the “Activate in PIP” link to activate.

Enter vour Full Mame and last four digits of your Social Security Mumber.

Full Name [P at Public

Last 4 digits of SN |1234

The following exist for the information you entered:

Note: If you have a vendor

: ] ! code/number and cannot locate
Vendor Legal Hame inPIP?
0000001234  Pat Publi N Activate in PIP WAL F
at Public o] ctivate in 212-857—1777
If your organization is not listed you may activate new Activate my Company | <= Please click here ONLY

if you do not have a
vendor code/number.
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View Frequenthy
Asked Guestions
for this page

Comptroller

Privacy Report | Contact U

Cancel Activation |
Account Verification

To activate yvour account, select an option below and enter the information for verification purposes.

Ifyou do naot know any of the infarmation call your Agency contact.

Step 6: Enter a check
number and amount
OR contract or
purchase order
information. Click
“Next” to continue.

s
CheckiEFT -
« Information (The Check or EFT stub must have been issued by the City of Mew Yark

CheckEFT Number | 122345678912 (Do nottype in the "A0" or"EF T prafic anly the 11 digj
Ex) 12345678912

Check/EFT Amount ’ (Do nottype incom

Exp123.45

Contract or

Purchase
Order O R
© Information
Contract or
Purchase |>o jl 123 |12234567812
Order nurgfer
E4 PO 123 12345678901

Contract or Purchase Agency/Department Contract or Purchase
Order Type (code) Number Order Number

View Frequenthy
Asked Questions
for this page

O user Information

O verify Email

Privacy Report | Contact U:

Cancel Activation
My User Information

Create your user 1D here. You will be assigned the role of Primary Account Adrinistratar. To change this at any
tirme, you may log into your account and assign a new Primary Account Administrator in the Account Users
section.

Step 7: Complete all fields
indicated with an asterisk.
IMPORTANT: PLEASE
REMEMBER YOUR USER
ID AND PASSWORD TO
LOG INTO PIP. Click
“Next” to continue.

= General Infermation

*User ID {case

sensitive) : PatPublic (User ID should be atleast 7 characters in lengf)

*First Name ; |P 3t

*Last Name : IF'I.HJHD—

“Emnail - |Pat. publici@company.com

“Re-enter Email : |pat public@@company. com
“Phone ; 2125551212 o00e0e0000 Ext.:l

Fax: I GO AR

« Password

*Password {case (Passwords should be case sensitive, between 8 and 16

sensitive) ; bl characters in length and contain atleast 1 numeric value)
*Re-enter
Password ; |*=®*=**""
“Security Quesﬁo“;l\Nhat is your favarite color? j
“Security Answer

{case sensitive) : | ***
*Re-enter Security
Answer :|*®*

* Indicates a required field
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Payee
Information

Welcome, Guest

View Frequenthy
Asked Questions
for this page
Fuser Information

[ Verify Email

Privacy Report | Contact Us

Cancel Activation
Verify Email Address

To continue your PIP activation, we rust verify your email address. when you receive the email we send you,
fallow the link provided or copy the link into your browser.

Make sure your owh security seting will not block the receipt ofthis email. To prevent the email frorm being
blocked, add the following address to your ernail contacts : pipgfisa.nyc.gov

An email will he sent to the following address : ~ pat.public@company.com

Step 8: Verify your email
address. Click “Next” to
continue.

A verification email has been sent to you.

Cannot click the link in the email?

Have not received a Verification Email?

Contact Us

Thank You!

1. Goto your email inhox and open the verification email we sent you
2. Click the link provided in the email

Step 9: Read this page
and click “Close Browser” to
continue. You will receive an
email from PIP to continue
your activation.

1. Capythe link from the email
2. Paste itinto your browser

1. Loginto PIP as an Activated User using your User ID and Password
2. Corectyour email address and click Mext
3. Click Next again to verify your ernail address

50f8



Quick Start Guide for Existing Payee/Vendors

From: pip@fisa, nyc.qow Sent:  Mon 7[23j2007 8:27 AM
Tan

Ce:

Subject:  ADYMAILL: Yerify vour PIP email address

Pat Fublic:

By clicking the link helow, you are verifwying the ewail address that you have created for wour PIP user information. This
email address will be used by the City as & primary method of correspondence.

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

http://10.185.7.7/wehapp/RDYPIP/SelfService ?Email Token=02773423592043996659 Step 10: Click the link provided in
your email.

Thank You, The City of New York

Help | Contact Us

Login

To continue activation, enteryour User ID and Password

User|D IF‘atF‘uhIic

Password quuou

Step 11: When you click the link, you will
access a login page. Enter the UserID and
Password that you just created.
Remember that both User ID and
Password are case sensitive. Click “Login”
to continue activation.

Note that you will only be able to use this
page once. If you exit from this page
prematurely, you can login directly to PIP
at https://al27-pip.nyc.gov with the
UserlID and Password that you just
created.
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7. Quick Start Guide for Existing Payee/Vendors

We‘g}grk_,

Comptroller DOE WYL gow

Privacy Report | Contact Uy

Welcome, Pat

View Frequently Save and Close Cancel Acthvation
Asked Questions -
Tor this nage Verify 1099 Address
O verify 1099 Address
Clubpiitibatay Review the 1089 Address information that is on file far your organization. Update any fields that are not correct.
v Address Information .
= Step 12: Verify your 1099 Address. Make
“Street 1: |23 No Street any necessary changes. Click “Next” to

street 2: | continue.

Note that changes must be approved by

*City z INew York
the Comptroller of the City of New York.

*StateIPrwince:lNEW ork s ) i
) fooos Also, you will not be able to activate
*Zip/Postal Code : . .
: your account in PIP if your vendor
acﬂumW:IUmted States j
= code/number does not have an
— associated 1099 address. If you do not
phone: | e — Ext.: ave one, please call 212-857-1777.

*Indicates a required field

Privacy Report | Contact Us

Welcomne, Pat

View Frequenthy
Asked Questions
for this page Save and Close Cancel Activation

Bvenyimsadaress  Submit Activation

[ Submit Activation

To verify vour PIP activation, click "Submit Activation”. You may review vour activation pages prior to submitting by using the Back button

Step 13: Click “Submit
Activation” to complete
your activation.
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Quick Start Guide for Existing Payee/Vendors

Privacy Report | Contact Us

Welcome, Pat

View Frequently
Asked Questions
for this page

Print This Page I
Thank You!

Congratulations, you have completed the PIP activation process

Step 14: As an existing
payee/vendor, your vendor

code/number will display and you
will have the ability to print out a

pre-populated EFT Registration
Form.

A unigue Vendor Code has been assigned to you. This number can also be referred to as your "Account
Mumbar".

Vendor Code : 0000007384

The Electronic Funds Transfer (EFT), or direct depasit, Program, provides an efficient method of payrnent to
vandors funded through City of New York agencies. Vendars that activate in the Prograrm will receive payment
directly to their authorized bank acountvia a secure transaction. Ifyou are interested in registering far EFT, vou
may download the form and instructions below, It may take up to 10 calender days to activate, assuming the
"pre-note" is successiul. Ifyou have any guestions, please call (212) B68-2581

izl EFT Renistration Farm

Yo ay (Mg to vour PIP account to view andior update vour account infarmation
Cck here to Jogin !

Click the “here” link to login and
update account information
and/or perform financial inquiries.
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