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I. QUICKSTART
This Quickstart reviews the registration process for NIH’s Electronic Vendor Invoicing Program
(eVIP). Screen shots and detailed instructions are available in the rest of this User Guide.

To begin registration, select the “Register for eVIP” link in the eVIP invitation email you
received and follow the instructions on the landing page.

STEP 1: Payment
An annual user fee of $29.95 plus tax is paid to a third party to verify your identity and maintain
your login credentials. To purchase:
» Avalid credit card (Discover, Visa, MasterCard, and American Express), debit card or
PayPal account can be used.
» Enter the address information associated with the payment method you select.
» Select the “Pay Now button” to agree to payment and proceed.

STEP 2: Identity Verification
The Office of Management and Budget (OMB) and NIH require that the identity of users of
Federal government systems be authenticated and verified before access is given. You will be
asked to provide the following information to verify your identity:
» LEGAL name (e.g. the name on your driver’s license).
» Current home address associated with your identity (e.g. where you live or receive most
of your mail).
» Last 4 digits of your Social Security Number and Month and Year of Birth (data is used
for point-in-time identity verification and is NOT stored by Verizon or NIH).

If your online identity verification fails, you will get instructions to visit a Notary Public to verify
your identity in person.

STEP 3: Setting up Login Information
You will set up a username, password, and one-time secure passcodes that will be sent to you each
time you log in. TIPS:
v' Email address as your username.
v Register multiple methods (email, phone, mobile) to receive one-time passcodes in case you
lose access to one. Use your mobile as your primary device for fastest code receipt.

STEP 4: Provisioning in iSupplier

After successful identity verification, you will get an email with next steps to complete your
account set-up with NIH. Check that important messages from uis@betrusted.net are not
filtered into Spam or Junk folders.

If you have any questions or issues, please reference the detailed instructions in this guide or
contact eVIP Vendor Support at (301) 496-6088.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Il. eVIP Overview

The NIH Electronic Vendor Invoicing Program (eVIP) is a paperless invoice submission process
which enables authorized NIH vendors and contractors to electronically create and share
invoice and invoice related documents with ease and securely.

The Office of Management and Budget (OMB) and NIH require that the identity of users of
Federal government systems be authenticated and verified before access is given. Verizon’s
Universal Identity Service (UIS) has been identified as a credential provider for the eVIP
application. The UIS solution provides NIH Vendors with a single, easy to use identity.

Verizon UIS has been approved by GSA’s Identity Credential and Access Management (ICAM)
Trust Framework Adoption Program (TFPAP) to provide identity credentials to Federal
Government applications.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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I1l. How to Access the eVIP Portal

Step 1: Locate Email Invite from NIH

eVIP

You will receive an email invitation to participate in eVIP that describes the program and the
registration process. This email could come from NIH or from someone in your organization
who is already registered for eVIP.

Action: Select the “Register for eVIP” link in the email to get started.

Step 2: Start eVIP Registration Process

Action: After reviewing the instructions, select Register.

mmmumm

Home  AbouteVIP  Geffing Started  Tutorlals  ContactUs  FAQ

@VIP Electronic Vendor Inveicing Program &

Manage My Prafile

Welcome to the eVIP Registration Process!

Before you begin, please review the Venzon Regeiraton User Guide o that you ae

You Will Need

prepared for he information that you wil need during this 5-10 minute process.

& Your Credit Card

Registration for eVIP consists of 5 key sleps Ifarmatian

STEP 1. Payment & Your Full lsgal name.

Yau will e chargad an annual user regisiration fee of $29 95 plus fax home address, DOB
and last 4 dighs of

our SSN
o TIP: Phese have your crodit card informaton ready ¥
& Apassword you won't
forget

B Amobile. phane of
e-mall address for
one-time secure
password sef-up

STEP 2: Identity Authentication
Your idenlity will be verified by Verizon Universal Identity Services before
YOU Can gain AC0ess 10 Supplier

STEP 3: Sefting up Login Infarmation
You will set up 3 usemame, password and security questions. You wil also
designate your mobile device, phane andior e-mal o receive ane-lime

SECUne passwords that will be sent 16 you each Bme you kg in
STEF 4: Provisioning in ISupplier

Upon successful identity proofing with Verizon, NIH will establish your

account in iSupplier

o TIP: fow moments. Monfor yoor emal for @

W11 agres to the Vendar User Agresment
] | have reviewsd Verizon Registration User Guids

The Regtstration bution ks only activated by chcking on the ik in your
eVIF invitation emalil. If you are interested in participating in eVIP but have
NOLecEvEd an mvitation of CannoL Iecate your invitabion, please contact
the eVIF Help Desk

Flease nole that by ciicking on "Regisler,” you will ieave [he NiH eViIP
website and enter & privately owned website created, operated and
mainfainad by Venzon Universal idently Serices. NIH recommends you
review Venzon's Lisar Agraement 1o fily what s
colieched and for what pUrpose.
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IV. How to Purchase Your Credential

Step 1: Select Payment option

Actions:

Enter the Zip Code associated with your account to determine if your state requires
sales tax. If your state charges tax, the amount will be calculated automatically and
added to your purchase total.

Select a payment option
e Pay with PayPal - Select the CHECKOUT WITH Pay Pal button to be taken to a
new page to enter you Paypal details
e Pay with credit or debit card - Enter your account details and select the Pay Now
button to checkout

il &VIP - Electronic Vendor Inveicing Program
Help @
Purchase + Pay with PayPal

The faster. | cueckouT
sader way 10 pay PayPal 8

@) 1 Year Credential Registration for $29 95

Pary with credit of debit card

Card number

aps o o) vis B B2
mm ¥y
Enler Zip Coge * Calcutate Tax Expirason date |
. Viha 4
Tax calculation el
New
Foe Amount 529,95 _Pay Now |

Tax  $0.00

Total $29.95

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Step 2: Required for PayPal payments
This page will not be presented if paying with acredit or debit card.

Action: If paying with PayPal, enter account information and select Pay Now button.

Review your information
Your order summary

Descriplions
” PayPal &

Current purchase 52995 Pay Now

Item total 5 R r—

Shipping address 7 Change

Total $29.95 USD
Sam Allan e

San Jose, CA 95131
United States

Note to seller: Add

Payment methods ;7 Change

Instant Transfer : Chaze Manhattan Checking (Confirmed) x-8980 $29.95 USD

PayPal will use Discover JRUX-X0004-X0C0-0049 fo fund this fransaction if your bank does not
have enough funds.

PayPal gift card, certificate, reward, or other discount Redeem
View PayPal policies and your payment method rights.

Contact information
alan.nguyen@nih.gov

Pay Now

Step 3: Payment Confirmation

Once you have completed your order you will receive the following confirmation page. An
email will also be sent for your records. Check that important messages from
uis@betrusted.net are not filtered into Spam or Junk folders.

Actions:

Please make a note of the
Amount of your purhase and Payment Confirmation
the Reference Number. Thank you for the payment

€VIP - Electronic Vendor Invoicing Program

Hcpo

Press the Continue button to [sncan]
proceed to the next step.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Step 4: Confirm Your Legal Name

You will be prompted to confirm you legal name (e.g., the name on your driver’s license or
passport), since your name is used during identity verification. If you are using a nickname
rather than your legal name, your identity verification will probably fail.

Actions:
I.  Review name and update if incorrect.
II.  Select The name displayed above is my correct Legal Name when correct.

eVIP - Electronic Vendor Invoicing Program

Help @)

Full Name Confirmation

Please verify that the name displayed below is your LEGAL NAME, e.g. the name on your driver's license. If it is not, you must correct it before you continue with your

identity verification.
edward frank
*first name middle name “last name

IMPORTANT: Please DO NOT use any nicknames or abbreviated names (e.g. “Bob” for “Robert” or “Sue” for “Susan’).

Note that your name was populated during the invifation process and either came from www.sam.gov if you are an Elecironic Business Point of Contact, or from the individual in your organization
who invited you.

The name displayed above is my correct Legal Name

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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V. How to Set-up Your Verizon UIS Credential

Initiation Step: Accept Verizon End User Agreement

Action: Please review the VERIZON END-USER AGREEMENT and indicate that you accept
the terms of the agreement by checking the box provided and selecting the Accept and
Continue button. Note that this agreement is also available for reference or printing from
the eVIP Getting Started webpage.

&VIP - Electronic Vendor Invoicing Program

Credential Registration

VERIZON EMD-USER AGREEMENT
IMPORTANT-PLEASE READ

1. This Verizon End-User Agreement (the Agreement) iz 8 -
banding, contractual agreement between the End-User (You) and =
Wenzon. This Agreement covers your apphcation for a digital =
wdertily, in the form of a digial credential (Credential), the
issuance of that Credential by Venzon, and the use of that
Credential by Youw. A Credential is an attesfation of identity,
qualification, compatence. of authonty that will be issued to You
by Verizon. A Credential will only be issued to You once your
identity has been confirmed

2. The Credantial allows Rehong Parbes to establish your identity
when You try to access their websites and applications using thes ..

radnetinl B Mahinm Mok s am sememienbion $hed o

By chacking this box | agree to the terms as stated above.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Step 1: Enter Your Contact Information

The Contact Info screen asks you to provide basic contact information. Required fields are

marked with a red asterisk *.
\_—

verizon £VIP - Electronic Vendor Invoicing Program

Help @

Credential Registration

Universal ID User Profile Set Up

Universal ID Moce Related Links

e

Step 1: Enter your contact information.

......

i.  Enter Name ¥ & Provide your Legal First and Last Name (e.g. the name on your
driver’s license).

i.  Enter Email Address * € This will be pre-assigned based on the email invitation you
received to register and cannot be changed.

iii.  Select Country *,
a. Note If a country other than United States is selected, the State field will
read Province/Territory.

iv.  Enter Address * € Provide your Legal Home Address associated with your Name.

v.  Enter a Phone number (Home, Mobile, or Work) that is currently in your possession
or near you.
a. Note International users may change the country code by selecting the +1 to
the left of the Home, Mobile or Work number fields.

vi.  Enter an optional Fax number, that’s currently in your possession or near you.

vii.  Select NEXT to proceed to the User Pin tab.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Step 2: Select User Name and Password

This screen asks you to create a username, password and 4-digit PIN.

o

€VIP - Electronic Vendor Invoicing Program

Credential Registration Password Rules

o Wust be of wast B characters
= Must conten of ieast 1 lower case leSer
= Musd contan of lnes! 1 ugcer Case WSer
* Wust contan af least | apecial character
® Ugnt contarm o leaat 1 numter(0-9)

Unbrarnal ) User Profile Set Up

Universal ID

Step 2: Create your Username and Password

Btnd Prtgh P doturent 1 vee
Faw e wpdade your profie and the
featuren oHeved by P il

Desired Username: * 4 ba i n 4 biad sty o

FAQ

Fruguanty avied ooeniood sbout
Umareraal 10w Pratie Wasager

L [ —

e ™ . .
Contm PASSWOE® | sesssessssss ;Idzm

4.duyit PibE *

Actions:
i.  Enter or select your Desired Username™.

a. ltis highly recommended that you use your email address.

b. If you choose to use a different username and it is already used, the system
will ask you to create a different username, or you may select from the list of
suggested user names.

ii. Enter a Password ™.

a. Rules for creating an acceptable password may be accessed by selecting
View Password Rules to the right of the Password field.

b. If the password you enter does not follow the rules listed above, a message
will appear informing you of the Password requirements.

ii.  Confirm Password™ by retyping it.
iv.  Enter a 4-digit PIN*.
V. Select NEXT to proceed to the Security Q/A tab.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Step 3: Answer Security Questions

The Security Q/A screen asks you to select three security questions and provide an answer
for each question. These question and answer combinations may be used by you to verify
your identity in the event that you need to request a new security certificate, forget your
password, etc.

eVIP - Electronic Vendor Invoicing Program

Help 9

Credential Registration

UniversaliD  yger Profile Set Up

Universal ID | Leam More Related Links

about Usiversal D
bl

CONTACT IfFD. © USERPM ~  SECURITY Q/A

Step 3: Choose your security guestions
question o ) R Help Document

Leam More
- (= Aead through this documend io see

Question 1 Piease selod 3 questior -

— oy b upddabe your profie and the
Answer features offerad by this tool
Quastion 2 * Piease select 3 guestion [=] FAG
Answer
Cuestion 3 * Please salect 3 qusslon Tl Fregquantly ssted quesins sbeut

E— - St Universal D and Profie Wanager.

Answer

Actions:
i.  Select Question 1* and enter your Answer.

ii.  Select Question 2* and enter your Answer.
iii.  Select Question 3* and enter your Answer.

iv.  Select NEXT to proceed to the Verification tab.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Step 4: Contact Verification

The Verification screen allows you to verify your contacts and select which contact you would

like to use to receive your onetime password (OTP), which will be sent to you each time you log
in. Your choices are:

SMS Text Message (mobile device)
Voice Message (phone)
Email message (email)

Email:

Click the check box to verify your email address. When you specify this, you will receive an email containing a 6-digit passcode that you will use to register
passcode delivery device onto the system.

| HOME heidi frimpe@wverizon.com @

Text Message:

Click the checkbox to verify your phone. When you specify this number, you will receive a text message containing a 6-digit passcode that you will use fo
log onto the system. Standard text message rates may apply, depending on your wireless provider.

| I MOBILE +1 FT7) TT0-TT7T

:."" HOME +1 (355) 555-5555
i (=55)

= :—EI WORK +1(999) 999-3399

Voice Call:

Click the check box to verify your phone for voice calls. When you specify this number, you will receive an automated voice message containing
instructions on how to log onto the system.

| e MOBILE 1 (77T) TITTTIT
|~

| s HOME +1(555) 555-5555

s WORK +1(999) 599.9399

v Hardware Token:

w Smart Phones, Tablets and other Devices:

You can download an application for authentication on your Apple, Android, Blackberry or Windows Mobile devices; as well as your laptop
or desldop system. Click Setup and follow the instructions to download and activate the app.

Click on the Add New Device bufton fo register your device with UIS.

Device Type Device Name Save Device Activation Code Active Delete Device

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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¢VIP - Electronic Vendor Invoicing Program

Credential Registration

UniversaliD  yser Profile Set Up

Universal IC (1RSI Related Links
CONTACT B0 USTR P STCURTYGA  VIREKCAION
Step 4. Verify your contacts

Help Document

Email:

Click the check box to verify your email address. When you specify this, you will receive an email containing a 6-digit passcode that you will use to register

heiditimpe@verizon.com ©

passcode delivery device onlo the system

Actions:
i.  Select the box next to the contact you wish to use to receive your password. A
dialog box will then appear. In the sample shown below, the Email contact was
selected.

By confirming this email address, you are consenting to itz uze to receive authentication
emailz. Are you sure you want to use this email address for authentication?

Work Email - heidi.trimpe@verizon.com

ii.  Select Yes, which will cause the one-time password (OTP) to be sent to your designated
device. OTPs are generally delivered within seconds, but may occasionally take a little
longer to arrive. The OTP is valid for five minutes.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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iii.  Once the OTP arrives, enter it into the dialog box on your screen and select the
Verify button to authenticate.

Contact Device Verification
A passcode has been sent to your Email - heidi.trimpe@wverizon.com

If you do not have your contact device with you, you can click the Close button below and
come back fo this screen at a later fime.

Please type in the 6-digit passcode sent to you, in the passcode box below, and click

Verify.
Pagsscode |sessss ' Time Lefi: 4:54
()

It is recommended that you register multiple authentication devices in case one is unavailable.
For example, if your mobile device is set-up to receive your OTP via SMS (text message), and is
lost or damaged, then you will have an alternate method for authenticating.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Step 5: Enter data to be used for Identity Verification

The screen below is used to verify that your identity exists. The data collected is forwarded by Verizon to
third party data providers for verification. It is not retained by Verizon or other parties.

Help 9

Credential Registration

Universal ID User Profile Set Up

Universal ID | Leam Mors Related Links

CONTACTBIFD  USERPSl VERIFICATION ~ IDEWTITY G/R

SECURITY Q'R

Step &: Identity Verification

Help Document

_earn Uore
Resd $hrowgh ths documen fo see
Marme gdiest now o updale your profis and the

features offered by this locl
Address

Ewwebaity

bouldes, CO 30301 FaQ

UNITED STATES
Learn Ugrs

Socinl Security #* Frequently asked questions abost
Uesvsrsal D and Profis Manager

Date of Birth * o1 [zl 201 [=

Actions:

i.  Verify that your Name and home Address are correct.

ii.  Enter the last four digits of your Social Security #. This information may be used only to
verify your identity and is neither saved nor shared with any other party.

iii.  Select the month and year of your Date of Birth. This information may be used to verify
your identity and it is neither saved nor shared with any other party.

iv.  Select NEXT to continue with the Identity Verification process.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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After successful identity verification, the following screen will appear:

verizon

Help e

Credential Registration

Univeisal ) User Profile Set Up

Universal ID | Leam More Related Links

Account created successfully. About Universal D
About Verizon

Your Universal ID account has been created and an email has been sent o your email account with the ;me

details.

Help Document

Learn More

Read through this document
how to update your profile a
features offered by this tool

Manage UIS Profile

FAQ
Learn More

Frequently asked questions
Universal I and Profile Man:

Copyright ® 2013 Verizon

If your identity verification fails, the following screen will appear:

\_—" verizon
|

Congratulations! Your account sssssssss has been successfully created with Universal ldentity Services (UIS).

However, we have been unable to verify your identity to a high assurance level. Please follow the steps below to increase your assurance
level through a Motary Public:

1. Clicto download the PDF version of the notary form. The file includes instructions, a list of acceptable forms of identification,
and an Applicant Identification & Authentication form.
2. Printthis form and bring it and your identification documents to a Motary Public:
o The MNotary Public will confirm your identity by verifying two forms of identification, including one accepted form of government-
issued ID.
Complete and sign the form in the presence of the Motary Public.
The Motary Public must sign and notarize the form.
3. Return the form to your Registration Authority (RA) by faxing it to the following:

(o]

Verizon Registration Authority
Fax: 1-800-701-9814

Clicto manage your profile.

Please contact your support if you have any questions.

Powered by Verizan

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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Action: Check your email for a message from uis@betrusted.net with the subject “ACTION
REQUIRED: NIH eVIP registration and identity authentication with Verizon is not complete.”

Follow the instructions in Section VI How to Complete Identity Proofing if First Attempt Failed.

Step 6: Complete Account Setup

When your identity has been successfully verified, you will receive additional guidance via email
to complete your account setup.

Action: Check your email for a message from uis@betrusted.net with the subject “ACTION
REQUIRED: Complete your NIH eVIP Account Setup” and follow the instructions to complete
your account set up with NIH.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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VI. How to Complete Identity Proofing If First Attempt Failed
This step is required if your identity failed to be verified during registration.

There are 3 options:

1.

If your address, social security or birthdate were entered incorrectly, then you may
correct and try again. For example, if you have recently moved your address may not yet
be up-to-date in third-party data providers that Verizon uses to verify identities. You
may want to enter your last address and try again. See Section VIl Update Profile Data
and Retry Online Identity Verification.

If your address, social security or birthdate are correct and you still failed online
identity verification, the information used by third party data providers is inconsistent. It
will be necessary to visit a Notary and complete in-person identity verification. See
Section VIII Visit Notary if Online Identity Verification Failed.

If your legal name is incorrect, then you must call the eVIP Vendor Support to get your
name corrected on the system to your legal name. You may contact the eVIP Vendor
Support at (301) 496-6088.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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VIl. Update Profile Data and Retry Online Identity Verification

If your address, social security # or birthdate were keyed incorrectly, you may update and try
identity proofing one more time.

Step 1: Go to Verizon UIS

Actions: Select the Manage Your Profile link in the email notification. After logging into UIS,
you will be presented with the following screen.

EnnharsaLin Welcome to Universal Identity Services
w My Profile

Congratulations! Your identity has been created in UIS.
View My Profile

Status of My Application Your identity has been created in UIS with a BASIC assurance level.
Reset Password

Set Password Device Increase Vetting Level

Reset PIN

Yaour vetting level is less than what your company requested.
¥ My Certificate

Please click here to increase your vetting level.
F Increase My Security
¢ Dashbeard

¥ Privacy Policy

Step 2: Update your data

Actions:
I.  Select Edit My Profile link to update your personal information.
II.  Once complete, select Save.

NIH Electronic Vendor Invoicing Program (@VIP) | Faster. Cheaper. Better.
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njviii 1 Profile Details
~ My Profik 3
yHrne Universal ID | Leamn More
Wiew My Profile

Status of My Application Profile Security QA | Credentials / Licenses  Affiliations
Reset Password

Set Password Device

Reset PIN
b My Certificate

b Increase My Security

» Dashboard ALAN NGUYEN |7 view My Profie
» Privacy Policy
Address 1 Main St ] ®
Mclean VA [v] (22102
UNITED STATES [v]
Email alan ey =]
Phone n
Home 3 B
Mobile & BE  iac Fovmak: (oo
Work i B
Fax 1 BaE o Fom e

3 =

Step 3: Retry Identity Verification

After updating your data, you will be presented with the screen shown below.
Actions:

I.  Select the Increase My Security link to begin the process to increase your identity
assurance level.

II.  Select Try Again link and enter last four digits of your SSN and month and year of
birth.

Universal D Additional Identity Proofing

b My Profile
b My Certificate YYour UIS user account has been created with a Basic assurance level.

UIS was unable to verify the personal data provided, therefore, the system is unable to promote your account to a higher assurance level. If you feel any of the data you provided

¢ Seisury
Fjntrnase My Secorly was incarrect, you can try again

b Dashboard
Alternatively, you may visit either a Trusted Agent or a Notary to increase the security assurance level of your UIS user profile
} Privacy Policy
Note in the event the autormatic data verification cannot be compleled, aniy one of the two options offered below must be completed to increase the security assurance level of

your account

Trusted Agent Verification Learn more...

Notary Verification Learn more...

[ll.  Then enter your Social Security and Date of Birth.
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Universal ID Additional Identity Proofing
My Profie = ™
e Identity Verification
My Certificate Based on the infarmation you have already provided along with the Social Security information and date of birth we ask for below, the system will attempt to verify your identity.
b Increase Wy Securty System uses your SSN in order to verify your identity and does not save this information. You will be presented with a set of five questions each with five possible answers and

will be required to answer them in two minutes to get a higher assurance credential.

B — Please verify that your name is correct and that the address listed below is your home address

¥ Privacy Policy

Name Sam Allan

Address
Mclean, VA 22102

Social Security #*

Date of Birth * 01[w] | 2011 [v]

Copyright ® 2013 Varizon

Once your identity assurance has been successfully increased, check your email and follow
instructions to complete iSupplier Account Setup.

Universal ID Welcome to Universal Identity Services

~ My Profile . 5 2 -
: Congratulations! Your identity has been created in UIS.

View My Profile

Status of My Application Your identity has been created in UIS with a HIGH assurance level.
Reset Password

Set Password Device

Re=zet PIN

¢ My Certificate
b Increase My Security
¢ Dashbeard

¢ Privacy Policy

In a small percentage of cases, your identity may still fail online verification after the second
attempt. You will then receive an email and you will then need to visit a notary. Please see next
section for details.
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VIII. Visit Notary if Online Identity Verification Failed
The notary public process is required only if your identity fails online verification. You will be
informed via email and requested to complete the verification process off-line by providing
identity documents to a local notary.

Check that important messages from uis@betrusted.net are not filtered into Spam or Junk
folders.

Actions:

i. Download the PDF version of the notary form that was provided in your email message.
The file includes instructions, a list of acceptable forms of identification, and an
Applicant Identification & Authentication form.

ii.  Follow the instructions contained in the PDF file to complete and sign the form in the
presence of a Notary Public.

ii.  Returnthe form to Verizon Registration Authority (RA) by faxing it to the following
number:

Verizon Registration Authority
Fax: 1-800-701-9814
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IX. How to Login to eVIP

Step 1: Login to UIS
Once your account has been established, when you click the link to access the eVIP applications
you will be redirected to the following login page.

Enter your credentials for authentication.

NOTICE - PROPRIETARY SYSTEM - Thi syelam ks Inten
m busin

b2 Used calely Dy UINONZE0 USSTE In
1o propery

aa o y
3N010 InvEstgaIE IMprapsr acc2ss Or UG By SCO26E IS EVEIEM, YOU 312 CONGENINg 10 M maniarny.

Actions:
i Enter Username
ii. Enter Password
iii.  Select Next to proceed to request One Time Password

Step 2: Select onetime password delivery method
The following screen will appear for you to select what device you want to receive your one
time password.

Request One-time passcode
Clizk on an Jean to e fight of 2 Sevice 1o 92t 3 ane-ime passeode. Or, 2nier the paszoads fram 2 token

(o421 B

TICE - PROPRIETARY SYSTEM - TS BYEI2M |5 IM2NE20 10 D2 UEEA E0IRYY DY JUINONZ20 USars In
ot legiimate corporate business. Users are monitorad to the exiant necessary o propery
administer the system, to Identfy unawiharized users or uzers cperting beyand thelr proger autharlty
and to Investigata Impropar acosss ar usa. By accass this sysiem, you ars consenting t fis manitoring.

Actions:
i.  Enter Contact method on right. In this example: Phone
ii. Select Login to proceed to acquire One Time Password
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Step 3: Enter onetime password

Request One-time passcode
(Cllek om an lean o the right of 3 davice 1o g2t 3 one-ime passcode. O, enfer the pazesads fram 3 token

poccoo-4221 B

W= have sent a one-time passcode to (ooooe-4221. Enter the one-fime passcode
in the box below.

Resend Passcode [CIRemember this method to autc-send

NOTICE - PROPRIETARY SYSTEM - This system Is Infenden Io be used solely by autharized users In
business. Usars ar monilarad o he xiant nacassary 1o propery
unauiharized users or users operating beyand thelr proper autharily

o = cansenting fa this monitaring,

Actions: Enter One Time Password.

Upon successful authentication you will be redirected to NIH eVIP web page.

<é’ U.S. Department of Health & Human Services

Nationﬂ Institutes of Health eVIP Electronic Vendor Invoicing Program

Home About eVIP Getting Started Tutorials Contact Us FAQ Manage My Profile
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€VIP provides vendors with the tools necessary for the electronic
processing of invoices to improve visibility for the status of open
orders and invoices.

To view or create electronic invoices, log into iSupplier. If you have
been designated as a BizAdmin, you can manage your
organization’s users by logging into BizAdmin

iSupplier Login BizAdmin Login

Forgot Password?

Important Informatibn
= Welcome eVIP Pilot Phase 2 Ven 1
- New training videos are available infifie “Tutorf@ls™ section
= No planned maintenance is scheduled

Home | About eVIP | Getting Started | Tutorials | Contact Us | FAQ
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