Financial Services Center (FSC) has implemented a new process for new vendors to create a vendor profile in our financial systems and existing vendors to update their information on file.  This new process eliminates the use of the VA 10091 form.   Finance was not given advance warning of this process change.  All vendors in our financial system were sent a letter to make them aware of this change.  If existing vendors do not have to make changes at this time, there is no action required on their part.  There is no need to forward vendor calls about this new process to Finance as they were provided the below instructions on what action needs to be taken along with a link to a reference guide in the letter they received.  Please share this information with staff in your service who are in regular contact with vendors.

NOTE:  This does not affect employees or veterans.  

Below is the information shared by the FSC:
Effective July 1, 2020 FSC will no longer accept or process commercial/individual requests using the paper form VA 10091.  All commercial/individual requests must be submitted using the webform in the Customer Engagement Portal (CEP). The link is  at  https://www.cep.fsc.va.gov/.  All requests will be processed within 1-5 business days.
 
Please return any paper form VA 10091s starting July 1 and advise the customer to log into CEP. We will honor most paper forms received prior to July 1st, but any received on that date and thereafter will be returned. 
 
[bookmark: _GoBack]The vendor is required to register in CEP using ID.me. They only have to register once, but each time they go into CEP they will have to use ID.me usernames and passwords.  
NOTE:  FSC has heard about customers refusing to answer or have concerns about the authentication questions for ID.me registration authentication.  There is no work around for it, note that these questions are for security authentication due to the information in CEP.  This security level is there so user do not share their log in information with others, the security questions are there to verify the user.  External user has to sign up in ID.me to be able to access CEP.  
 
[image: ]
image1.jpeg
CEP Registration and Access

= For Internal CEP Users, registration is two-fold:
= 1. A 9957 for ‘Access to PEGA CEP Production Environment’ needs to be
submitted via Online Form Submission.

= 2. Once 9957 is approved, you upload the file and upload to CEP to request
User Role access in CEP under “My Profile”.

= For External CEP Users, registration is accomplished through
ID.me providing business email address, SSN, and one of four personal
identification options (credit history, Photo of Drivers License, Photo of
Passport, or Photo of Passport Card) by logging into the External CEP

website https://www.cep.fsc.va.gov/ (see General Info Menu in CEP)




