
Respite Voucher Caregiver Guide to Vendor Registration 

The following pages are intended to help guide you through the vendor registration and vendor update 
process. Once caregivers are notified that they are an eligible for a caregiver respite voucher, they will 
need to set up a vendor account with the State of Arkansas in order to receive the voucher payment. All 
vendors, either new or previously registered in Arkansas, must register online to access AR Vendor 
Services.  

Documents or information you will need in order to set up your vendor account: 

• Caregiver’s Tax ID or Social Security Number 
• Banking Information (including routing and account number) 
• Valid email address that can receive notifications from the State of Arkansas and its agencies. 

 

To set up, or update, a vendor account, a caregiver will need to access the following link:  

https://www.ark.org/vendor/index.html 

If you have logged into the vendor services system before, enter your username and password and click 
“Login Now”. All account information will load to the screen, and you will have the option to update any 
information as needed. 

If you are a new user to the vendor services system, click the “Start Here” to register. 

 

 

 

 

 

https://www.ark.org/vendor/index.html


FOR NEW REGISTRATION: 

In the Contact Information section- complete all required fields (as shown with the *). These include the 
caregiver’s name, address, and social security number as provided on the W-9 form with your voucher 
application. 

 An email address will also need to be provided. This email address is used to alert you once a payment 
has been made via direct deposit. This email address should match the email address provided with your 
voucher application. 

Required Fields include Name, Street Address, Zip/Postal Code, City, State, County, Telephone Number, and Email Address 

 

 

 

 

In the Business Information section, select “Pay Immediately” in the Payment Terms dropdown box. 



 

 

 

 

 

 

Next, select “Exempt from 1099” in the 1099 Reporting drop down options. Click Continue. 



 

 

 

 

 

 

 

 

 

 

 

In the Direct Deposit Information section, enter your banking information including: 



Routing number, Account number, Type of Account (Checking or Savings), and the name of the Account 
Holder. NOTE: The Account Holder must match the Respite Caregiver and the Information provided in the 
next section for the W-9 tax form. 

 

 

 

 

 



In the Remittance section, you will enter the name, email address, and address for where you would like 
notification to be sent that a direct deposit has been made to your account. Once complete, click 
continue. 

 

 

 

 

 

 

 

 

 

 



Next you will complete the W-9 section. This information needs to match the W-9 form that you 
submitted with your respite application.  

For Business Type, select the “Individual/Sole Proprietor” option. 

 

 

 

 



Review all information and check the certification box after making sure all information is accurate. Type 
in your name and click the “To Goods/Service Information” button. 

 

In the final section, you will select the type of “goods or services” that you provide. For respite caregivers 
to receive voucher funding, you will select “96102- Administrative Services, All Kinds”.  

Scroll to the bottom and click “Verify Information.”  

 

 

 



 

 

 

Next, you will be directed to a screen to review all of the information you have entered. If you need to 
make any corrections, use the EDIT button for that section to go back to the section and make changes. 
Once all information in correct, check the “Finalize Registration” button and click “Submit Vendor 
Registration.” 

Once DHS has confirmed that the vendor account is established, the respite voucher payment will be 
issued. 

 

 

 



 

 

 

 

If you are needing to update your information at any time (for example: you changed addresses or 
banking accounts, return to the Arkansas Vendor Services link below and log in. 

https://www.ark.org/vendor/index.html 

 

 

 

 

For any questions, please contact AR.LifespanRespite@dhs.arkansas.gov. 

https://www.ark.org/vendor/index.html
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