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To begin the Verification process you will first need to register for an account. Select 
REGISTER (top right corner). 
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The screen below provides important information on the Registration process, requirements and a process 
overview. After you have read the information provided CLICK NEXT to continue. 
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Complete the Registration Form and click on CREATE USER. This will create an account 
for you in VIP (Vendor Information Pages) and this will enable you to build your 
Business Profile and Submit for Verification. 
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During the Registration process you are given the opportunity to indicate if you would 
like to participate in a Verification Webinar or work with a VA Certified Counselor that 
will be able to assist you through the process. 
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Once you have completed the Registration form and selected Create User you will 
receive the following notification. Check your email account for an email from Vendor 
Information Pages. This message will contain a link that will enable you to confirm 
your email address. Selecting HOME will redirect you to the VIP Homepage. 
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Below is a sample of the email you will receive. Click on the link provided to confirm 
your email address. Also please not that your email address will also be used as your 
username to login to VIP 
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After clicking on the link you will receive the following confirmation notification and 
an email stating that your account has been confirmed. You will be contacted within 2 
business days by a member of the Verification team and they will provide you with 
further instruction on what is needed to proceed with your application. 
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During the call the Verification team member will complete the activation on your 
account and this will enable you to login to VIP and build your business profile. You 
will receive a email confirming that your account has been activated and a link to 
continue the process. 
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At the login screen enter the email address provided on the registration form and the 
password you created and click SIGN IN 
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The Account Summary Page provides Important Notices, enables you to Register your 
business by selecting Register, shows your application status, enables you to add a 
Rep, view your business profile after you have completed it. This will be your starting 
point going forward to complete any action related to your business 
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Registering with VetBiz – this screen provides details on the Verification Process and 
what you can expect as a registered business.  
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After you have read this information click NEXT to continue  
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Read and select all qualifications that apply to you and click NEXT 
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Read the Instructions on the VA Form 0877. This document begins the process to 
allow your business to be evaluated. Click NEXT to continue 
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Review the information on this form and if necessary make corrections. This 
information is auto populated from the original Registration Form. Click NEXT to 
continue 
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This form is where you will enter All Owners information including this ownership 
percentage. Click the + sign next to Add New Owner to enter the required data 
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Enter the required information and Click INSERT if there is more than one (1) owner 
you will need to do this for each individual. Once you have entered all owners and the 
ownership percentage totals 100% Click NEXT to continue. This will generate a form 
that will be emailed to each owner for an electronic signature. All signatures must be 
received before you can continue on in the process. 
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Confirmation Notices states that the 0877 form has been sent to all business owners. 
Each owner will need to read and sign the form before you can continue with the 
process. Click CONFIRM to continue 
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The Message below states that your business record has been created.  Click 
CONTINUE 
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Click HOME and you will be take your Account Summary  
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Account Summary – Now shows your current Workflow Status as Registration – Owner 
E-Signature this indicates that your account is in a Pending state until all 0877’s have 
been signed. 
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Check your email for a message from Vendor Information Pages. The message will 
contain a link that will allow you to review and sign the VA 0877 form. 
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Clicking that link will open the Privacy Act Notice. Please review, check the box at the 
bottom to acknowledge that you have read and agree to the terms and select NEXT 
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Enter the requested information and click NEXT. This will generate the VA 0877 form  
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Review the form and the Affirmation Statement and click on the link in the Signature 
box to apply an electronic signature. 
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The following screen confirms that your signature is complete and you have the option 
to print a copy of the VA Form 0877 for your records. You will also receive a email that 
will contain a link that will enable you to continue with the process. Click NEXT and 
you will be taken to the login screen. You can login and continue to the process. 
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Enter your username and password  and select SIGN IN 
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Account Summary – you will notice that the Workflow Status has changed to 
Registration – Edit Business Information and under ACTIONS you now have a option to 
Edit. Click on Edit  
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Enter your Business information. As you complete each section you will notice the 
yellow dot on the left turn green. The GREEN dot indicates all required information 
has been entered and you are now able to proceed to the next section. 
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Relevant Documents – If you have questions on any of the documents a link is 
provided that gives details on all documents related to your specific business type. 
Once you have completed all of the required information and all of the buckets have a 
GREEN and Check Mark indicator to the left you will be able to view the Affirmation 
Statement and SUBMIT your application. 
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Confirmation Of Submission – Indicates that your pre-application has been submitted 
for review and you will be contacted by a Case Analyst within 3 to 5 business day. You 
will also receive a confirmation. Click DONE  
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Account Summary – Now Shows your Workflow Status as Registration – Submitted for 
Verification. At this time no further action is required. You will be contacted within 3 
to 5 business days by a Case Analyst. 
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