View and Print Statements in CSV format

Go to the VCSS Website → https://vcss.ocfo.gsa.gov 

Click on the “System Login” button.
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Click on “Accept & Continue
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Go to the right corner, and drop down arrow, Select SIGN ON
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​ Sign in with your User ID and password

Click on the “Statements” icon that appears as a page with the upper right corner folded and choose the “View and Print Statements” sub-menu item.
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You can use any of the “Search Criteria” fields to perform the search. The most used is “Account code” (Vendor Code) or “Agency Location Code” (ALC) by which you want to view the statements/bills. *Note: As you begin to search, the system will provide the list of accounts with that set of characters.  Then click “Search”. 
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You will be presented with a list of all bills/statements for that Account Code or ALC. You may also have multiple pages of bills/statements; you can sort these in ascending or descending order by clicking on any of the column headings.
*Note: You can only view one bill/statement at a time. To download multiple statements, please repeat the following steps for each bill/statement you need to save/print.

To view the details for all statement dates in an Excel spreadsheet, select the radio button to the left of “Statement Number.” Then select the icon in the upper right corner as highlighted below. 
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Your browser will refresh and, depending on your browser security settings, will indicate how to download the CSV file.

The most common steps will be for Internet Explorer to have a yellow pop-down window, stating that it is blocking the file from downloading to protect your security. Right-click on this message bar, and choose “Download File …”
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You will get an error message; click “Retry.” This may take a few minutes, depending on the size of the file being downloaded.
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You will either get an option to “Open” or “Save" at this point.



Or you will need to click on the “View as CSV” button again to view in Excel. You should download in CSV format first, then save as Excel to ensure you retrieve all information provided in the CSV format.  There are circumstances that some fields will not download if you choose “View in Excel” at this juncture in lieu of “View in CSV”. 
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Once opened, you can view, print, and save the file.
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The fields designated as (OFP) indicate the fields that are Optimized For Performance when executing a search on this page.
At least one OFP field must be populated without any wildcards in order to prevent searches that could cause a system timeout and/or overall degraded system performance for all users.
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If the Statement contains information for multiple customers, the search results contain the Statement Balance that applies to your customer only.
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If the Statement contains information for multiple customers, the search results contain the Statement Balance that applies to your customer only.
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Registrations & Access Requests.

( Support Request

Click here to login o VCSS if you have
already registered for access.

Click here to:

= Register new accounts
= Gain access to existing accounts

Click here to enter a support request.
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A\ For assistance with VCSS, contact the Business Applications Service Desk at 1-866-450-6588 or businessapps@gsa.gov
A\ Beginning May 18,2021, two additional columns will be added to the end of VCSS Comma Separated Values (CSV) files. The columns will be titled UEI (Unique Entity Identifier) and EFT Indicator (Electronic Funds Transfer
000 the end of the CSV files to minimize any reprogramming that may be needed to customers’ existing automated processes. These changes will help to prepare for the upcoming federal government transition from Data Univerd
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