
  1  

  
   

How-To-Guide for obtaining a vendor number 

 
Vendor Registration Process  

  

This is the first screen you see when you click on the SCEIS link. After reviewing the steps, 

click continue at the bottom of the screen. 

  

This initial screen presents a summary of the process. 

  
 

Click here to move to the next screen 
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This screen asks you to complete some identification information. 

  

1. Provide your Legal Name (as shown on federal tax forms) in the box next to Name Line 1 

2. Leave the Business name section blank. 

3. Enter your Social Security Number in the boxes next to Social Security Number.  
4. Check Individual/Sole Proprietor  

5. Do not check “Exempt from back withholding”.   
6. In the drop down that asks for your business or industry select “Other Services (except 

Public Administration).”  

7. Click Next Step 
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This screen asks you to complete some additional information and create your password. 

  

1. Provide your First and Last Name, telephone number and email address in the appropriate 

boxes under Primary Company Contact.  

2. Create a User Name. It must begin with “VN.” 

3. Create a password that meets the required conditions. 

4. Click Next Step. 
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This screen asks you to provide some contact information. 

  

1. Only enter your telephone number in the box next to Office Telephone. 

2. DO NOT complete any of the other information. 
3. Click Next Step. 
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This screen asks you to provide your mailing address where the payment will be sent. 

  

1. Enter your house number separate from your street name. 

2. Enter your city, country, state, and zip code. 
3. *** If using a PO Box, enter that information. 
4. Check the first two boxes after “Can requests for your company’s goods/services be mailed to 

this address. 

5. Click Next Step. 
 

 
 

 

  

  

 

 

 



  6  

This screen asks for an alternate mailing address.  

You do not need to do anything here. Click Next step. 

 

 
 

  

This screen asks for emergency contact information.  

You do not need to do anything here. Click Next step. 
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This screen asks for the type of service being offered.  

 

1. In the search bar, enter the keyword “child care” 
2. Click “Submit Search.” Two options will populate under Products. 

3. Select “child care services (incl. the food program)” 
4. Click Next Step. 
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This screen asks for additional contacts.  

You do not need to do anything here. Click Next step. 

 

 
 

  

This screen asks for additional descriptions.  

You do not need to do anything here. Click Finish. 
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The system then confirms that the registration has been received.  

 

  
 

Update Process  

  

You will receive an E-mail once your vendor registration has been approved including 

your SCEIS vendor number.  It may take up to 72 hours to process.  You may then log 

into the system using the username and temporary password entered in step 2 of the 

vendor registration process. At that point, you may also need to update your password. 

  

  

  

 

  

  

 


