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Education and Workforce Development Cabinet 

Kentucky Office of Vocational Rehabilitation 

Updating Vendor Account Information 

There are two general steps to updating a vendor's account information. 

Please utilize the instructions below. Both steps must be completed. If a 

vendor needs to change the Employer Identification Number/Taxpayer 

Identification Number, or requires assistance using the self-service portal, 

contact OVRVendors@ky.gov for assistance. 

Step One: 

The first step in updating a vendor account is to do so manually in Vendor Self 

Service. The Vendor Account Maintenance Guide provides the portal link and 

instructions. (If your vendor number begins with KY, you will first need access 

to your account. Reference page two of this document for instruction on how to 

create access.) 

Step Two: 

Email your vendor number, vendor name, and summary of changes made to 

OVRVendors@ky.gov. 

 

mailto:OVRVendors@ky.gov
https://finance.ky.gov/eProcurement/DoingBusiness/VSS%20Account%20Maintenance.pdf
mailto:OVRVendors@ky.gov
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Creating Vendor Self Service Access: 
Having Vendor Self Service access allows the account holder to make 
modifications to an existing account.  Please review the following information 
for detailed steps on how to create Vendor Self Service access:  

1. Access the Vendor Self Service System.   

2. Select the “Register” button. 

3. Read the Memorandum of Agreement and select “Accept Terms” button. 

4. Read the information on the Registration Tips Page, select “Next” button 
to proceed to the “Search for Existing Accounts” page. 

5. If searching for a company, enter either the Taxpayer ID Number (TIN) 
or Legal Business Name in the appropriate field under the “Company 
Search” heading. If searching for an individual Enter your Employer 
Identification Number/Social Security Number - minus any dashes under 
the “Individual Search” section.  Select “Search” button. The search 
results will populate below. 

6. Locate the appropriate Company/Individual from the list of results and 
select the “Activate Account” link for the record you wish to activate.  

7. For the Vendor Verification Password, type in your Taxpayer 
Identification Number (Social Security Number/Employer Identification 
Number) - minus any dashes. 

8. Click Submit 

9. On the User Information page, type in the required fields (will have an 
asterisk (*) by them). The username you choose may never be 
changed; please pick something company specific. 

10. Click “Next” to finish the online registration. 

If you need additional assistance setting up your access, please contact the 
Kentucky Finance and Administration Cabinet by email at 
Finance.CRCGroup@ky.gov, or by phone at (502) 564-9641. 

Once complete, you will have access to modifying your account at any time.  

Return to page one.   

https://emars311.ky.gov/
mailto:Finance.CRCGroup@ky.gov

	Updating Vendor Account Information
	Step One:
	Step Two:

	Creating Vendor Self Service Access:



Accessibility Report


		Filename: 

		Updating Vendor Account Information.pdf




		Report created by: 

		James A. Brown - OVR, Program Coordinator, JamesA.Brown@ky.gov

		Organization: 

		Office of Vocational Rehabilitation, KATS Network




 [Personal and organization information from the Preferences > Identity dialog.]


Summary


The checker found no problems in this document.


		Needs manual check: 0

		Passed manually: 3

		Failed manually: 0

		Skipped: 0

		Passed: 29

		Failed: 0




Detailed Report


		Document



		Rule Name		Status		Description

		Accessibility permission flag		Passed		Accessibility permission flag must be set

		Image-only PDF		Passed		Document is not image-only PDF

		Tagged PDF		Passed		Document is tagged PDF

		Logical Reading Order		Passed manually		Document structure provides a logical reading order

		Primary language		Passed		Text language is specified

		Title		Passed		Document title is showing in title bar

		Bookmarks		Passed		Bookmarks are present in large documents

		Color contrast		Passed manually		Document has appropriate color contrast

		Page Content



		Rule Name		Status		Description

		Tagged content		Passed		All page content is tagged

		Tagged annotations		Passed		All annotations are tagged

		Tab order		Passed		Tab order is consistent with structure order

		Character encoding		Passed		Reliable character encoding is provided

		Tagged multimedia		Passed		All multimedia objects are tagged

		Screen flicker		Passed		Page will not cause screen flicker

		Scripts		Passed		No inaccessible scripts

		Timed responses		Passed		Page does not require timed responses

		Navigation links		Passed manually		Navigation links are not repetitive

		Forms



		Rule Name		Status		Description

		Tagged form fields		Passed		All form fields are tagged

		Field descriptions		Passed		All form fields have description

		Alternate Text



		Rule Name		Status		Description

		Figures alternate text		Passed		Figures require alternate text

		Nested alternate text		Passed		Alternate text that will never be read

		Associated with content		Passed		Alternate text must be associated with some content

		Hides annotation		Passed		Alternate text should not hide annotation

		Other elements alternate text		Passed		Other elements that require alternate text

		Tables



		Rule Name		Status		Description

		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot

		TH and TD		Passed		TH and TD must be children of TR

		Headers		Passed		Tables should have headers

		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column

		Summary		Passed		Tables must have a summary

		Lists



		Rule Name		Status		Description

		List items		Passed		LI must be a child of L

		Lbl and LBody		Passed		Lbl and LBody must be children of LI

		Headings



		Rule Name		Status		Description

		Appropriate nesting		Passed		Appropriate nesting






Back to Top

Education and Workforce Development Cabinet

Kentucky Office of Vocational Rehabilitation

[bookmark: _Updating_Vendor_Account]Updating Vendor Account Information

There are two general steps a vendor must follow to complete an account modification.  Instructions are located below.  If you require assistance, please contact OVRVendors@ky.gov. 

Note: A request to change the Employer Identification Number/Taxpayer Identification Number cannot be done through the self-service portal. Contact OVRVendors@ky.gov for assistance. 

[bookmark: _Step_One:]Step One:

The first step in updating your vendor account information is to do so manually in the Vendor Self Service portal.  (If your vendor number begins with KY, please reference page two to create access to your account.)  The Vendor Self Service Account Maintenance Guide provides the portal link and instruction on how to complete an account modification.  

Step Two:

Email your vendor number, vendor name, and summary of changes made to OVRVendors@ky.gov.



[bookmark: _Creating_Vendor_Self]Creating Vendor Self Service Access:

Having Vendor Self Service access allows the account holder to make modifications to an existing account.  Please review the following information for detailed steps on how to create Vendor Self Service access: 

1. Access the Vendor Self Service System.  

2. Select the “Register” button.

3. Read the Memorandum of Agreement and select “Accept Terms” button.

4. Read the information on the Registration Tips Page, select “Next” button to proceed to the “Search for Existing Accounts” page.

5. If searching for a company, enter either the Taxpayer ID Number (TIN) or Legal Business Name in the appropriate field under the “Company Search” heading. If searching for an individual Enter your Employer Identification Number/Social Security Number - minus any dashes under the “Individual Search” section.  Select “Search” button. The search results will populate below.

6. Locate the appropriate Company/Individual from the list of results and select the “Activate Account” link for the record you wish to activate. 

7. For the Vendor Verification Password, type in your Taxpayer Identification Number (Social Security Number/Employer Identification Number) - minus any dashes.

8. Click Submit

9. On the User Information page, type in the required fields (will have an asterisk (*) by them). The username you choose may never be changed; please pick something company specific.

10. Click “Next” to finish the online registration.

If you need additional assistance setting up your access, please contact the Kentucky Finance and Administration Cabinet by email at Finance.CRCGroup@ky.gov, or by phone at (502) 564-9641.

Once complete, you will have access to modifying your account at any time. 

Return to page one.  
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Note: A request to change the Employer Identification Number/Taxpayer 


Identification Number cannot be done through the self-service portal. Contact 


OVRVendors@ky.gov for assistance.  


Step One: 


The first step in updating your vendor account information is to do so manually 


in the Vendor Self Service portal.  (If your vendor number begins with KY, 


please reference page two to create access to your account.)  The Vendor Self 


Service Account Maintenance Guide provides the portal link and instruction on 


how to complete an account modification.   


Step Two: 


Email your vendor number, vendor name, and summary of changes made to 


OVRVendors@ky.gov. 


 




