
Portus, LLC  dba Zellis  

574 Sante Fe Dr, Ste 110 

Denver, CO 80204 

 

We are pleased to welcome you as a trusted and valued vendor/business partner.  In order to 

process payments for services you provide you will need to register with Vendor Café. 

If you already have a profile in Vendor Cafe, please share the best contact email with 

vendorcafehelp@zellislife.com to send you an invite to link your existing profile to our client's 

alias and name.  

If you do not already have a profile you can request a new vendor link to Vendor Café from 

vendorcafehelp@zellislife.com.  

Please note that our Client Alias is PORT25148, and our Client Name is Portus, LLC. 

 

 

 

Video tutorials are available on the Vendor Café site. Basic instructions are also provided below.  

 

mailto:vendorcafehelp@zellislife.com


The following information will be needed to register with Vendor Café.  

1. Basic company information such as name, address, tax ID, contact information.  

2. You will need to select a category for your company. Categories are listed below within 

the section regarding insurance requirements.  

3. In some instances your license may be required. License requirements are listed below; 

within the section regarding insurance requirements.  

4. Form W-9 (can be found at www.irs.gov) 

5. Insurance Certificate(s), if you do any work at any of our properties. Details on the 

insurance requirements are listed below.  

• The certificate must name Portus, LLC as an additional insured. 

 

• If you are self-employed and have elected to decline workman’s comp coverage; 

please fill out the work comp waiver that is part of the onboarding process. 

Instructions are included in the detailed insurance section below. Regardless of self-

employed status, we still require Liability and Auto coverage for most categories.  

• Have your insurance agent’s contact information available.  

6. Once registered you will be able to submit invoices through Vendor Café. Sample 

instructions are provided below.  

VENDOR CAFÉ 

CUSTOMER SUPPORT 

Questions regarding invoicing or your profile that are non-compliance related refer to 

Vendor Café Customer Care Team who can be reached by: 

• Email: VendorCafe_Support@yardi.com 

• Phone: (888)251-8210, Option 1. 

• Hours: 9:00am – 6:00pm (EST) 

To check the status of your submitted invoices go to client profile – invoices. 

mailto:VendorCafe_Support@yardi.com
tel:8882518210


 

 

You will see lists of pending – paid – rejected – deleted and a full history.   

 



 

 

The following guidelines outline the insurance coverage requirements for all Subcontractors who 

provide and perform services at a Portus owned and/or managed location (Contractor) project 

site. 

The subcontractor or vendor shall not commence work for Contractor and Owner for any 

project or work until it has obtained and provided to Contractor, at its own cost and 

expense, all of the insurance required of Subcontractor or vendor under the Contract 

between Owner and Contractor, or, the insurance coverage evidenced by a current 

Certificate of Insurance with minimum limits of liability coverage as stated below, 

whichever is greater: 

Subcontractor Insurance Requirements 

Categories of services provided are listed below.  

Vendor Category 

Insurance 
Required 

Compliance 
Checks 

Alarm - Install/Repair  B Yes 

Alarm Systems - Monitoring 
Only  A No 

Appliance Services A No 

Architects D Yes 

Building - Developers or 
Contractors   C Yes 

Building Maintenance 
(equipment, building systems, 
structural)  B Yes 

Cabinets Install A No 

Carpet Services - Clean, Dye, 
Repair, or Install  A No 



Computer Services  A No 

Concrete Contractors B Yes 

Counter Top - 
Resurfacing, Repair, or 
Installation  A No 

Electrical Contractors B Yes 

Elevators C Yes 

Employment – Temporary  A No 

Engineer - All Types  D Yes 

Environmental and Ecological 
Services B Yes 

Fence and Deck Contractors  B Yes 

Fire Safety C Yes 

Fuel-Oil, Gas, Butane Propane  C No 

Furniture - Repair, Refinish, or 
Leasing  A No 

Gates-Gate Devices - Install, 
Repair, Maintenance  B No 

General Contractor C Yes 

Gutters B No 

Hazardous Material Handling 
and Cleanup  C Yes 

HVAC Contractors  B No 

Insurance company 
Universal 

Checks Only No 

Interior Decorators & 
Designers  A No 

Janitorial/Housekeeping/Make 
Ready Services  A No 

Landscape - Contractors, 
Designers, or Maintenance B Yes 



Landscape Maintenance – 
Chemicals  B Yes 

Leak Detection, Prevention, or 
Repair  C Yes 

Maintenance - (unit turnover, 
light repairs, touch up 
painting, non-building systems 
related) A No 

Mortgage company 
Universal 

Checks Only No 

Painting Contractors  B No 

Paving Contractors  C Yes 

Pest Control B Yes 

Plumbing Contractors, 
Drain/Sewer Cleaning  B No 

Pool Service/Maintenance  A No 

Pool Surface Repair  B No 

Professional Services - 
licensed (CPA, Attorney etc) D No 

Professional services - non licensed  
Universal 

Checks Only No 

Property Owner/Client 
Universal 

Checks Only No 

Real Estate Locator  A No 

Repair & Refinish A No 

Roofing Contractors C Yes 

Security Guard/Patrol Service 
– Armed  C Yes 

Service & Repair A No 

Submetering - Electric, Gas, or 
Water  A No 

Supplier/Retail 

Universal 
Checks Only No 

Waste Reduction/Disposal  B Yes 

Window Washer - 5 Floors & 
Below  B No 

Window Washer - Above 5 
Floors  C Yes 

 

Insurance requirements are based on insurance code for category listed above. You will need to 

provide your insurance agent’s information. You may load a copy of your COI; but it must list 

Portus/Zellis as an additional insured. After populating the fields regarding the policy and 

coverage an option to load a COI will appear.  



 

A guide for your agent, should you request they load the policy information, is available at the 

end of this document.  

 

 

 

 

Work Comp Waiver Category for sole proprietors with no employees.  

Select “I Do Not Carry This Insurance Policy” to certify that you are legally not required to carry 

it. 



 

 

 

Second, you must enter ‘0’ in the first field and ‘No’ in the second field.  

 

 

 

All vendors are required to complete compliance through Vendor Shield, a component within 

Vendor Cafe. An annual fee of $110 applies. This fee supports the maintenance of compliance 

standards, ensures the secure handling and monitoring of insurance documentation, and 

streamlines invoice processing for all vendors. This system is designed to protect both your 

business and ours by reducing risk, maintaining proper coverage requirements, and centralizing 

all compliance and documentation records. 



Multiple Contacts 

If you need or wish to add other individuals within your organization as those allowed to access 

vendor café you may so such under the contacts tab. 

 

Invoice Submission 

Once your registration is complete, and approved by Vendor Sheild in the appropriate cases, you 

will submit all invoices through your vendor portal. A list of our properties is under the property 

tab for your reference. This list can be downloaded as a PDF, excel or csv file for your 

convenience.  

 



 

 

To upload your invoices, go to the create/upload tab in your vendor portal. 

 

 

The items in purple are required, as is an invoice copy.  

 

Scrolling down the screen shows further information that is required. 



 

 

Selecting the three dots in the “select property” section will bring up a searchable menu of 

properties and addresses. 

 

  

 

 



 

After all required information and a copy of the invoice have been loaded you may submit the 

invoice for payment processing. Please note that if, for any reason, you are not in compliance 

with Vendor Café or Vendor Sheild the invoices will submit but be in a hold or pending status.  

 

You may review your invoice status and your vendor status on the Client Profiles tab.  

 

 

 

 

 

 

 



Guide for Insurance Agents 

 



 



 


