'::. tyler

technologies

Munis Self Service
Vendor Self Serviddser Guide
Munis1l1l.3

= tyler



MSS VENDOR SELF SERVICE USER GUIDE 11.3

Contents

1 VENDOR SELF SERDUEHRVIEMV.. .....ocuieiiiiiieeeeimmmssensasensassnsmssnsssssmmmnnssnsasenss 3
1.1.1  VENAOr SElf SEIVICE USBIS...cu.iieiieeie ettt ere e et r e e e renas 3

2 VENDOR REGISTRATIQN .....ccuieiieiesemmeecnrerasenrassnsesesmmmmssssassssasensansnsnnensad 4

3 VENDOR SELF SERNTMNIE PAGE.........ccociiiiiieieiimmmmrecenieeesesaensan s s mmmmsenenns 13

4 VENDOR NAVIGATION.....iciuieiiieeusmmmmcressssesensesssssnsnssmmmnssrsssssasensesssssnsnssns 14
O T A 1 = o o =T | T 18
OO0 1 1 011 4 10T [ < TTT 19
O S Yo £ TR 20
TS T O o [T o3 T 23
O O A ¥ [ (o] g = oY I @ (0 [ T 24
g I S T O o ] | { =[] £ T 25

o tyler

2|Page



MSS VENDOR SELF SERVICE USER GUIDE 11.3

1 VENDORELFSERVICE

Vendor Self Service (VSS) provides vendors with web-based access to information stored in
your or gani 2 databasen The infdvmation s drawn from multiple Munis products,
including Accounts Payable, Purchasing, Contract Management, and Bid Management. This
guide is intended as a resource for Munis users.

Using VSS, vendors can enter and maintain their contact and remittance information, discount
and payment terms, designated contact persons, and a list of commodity codes that represent
the goods and services the vendor can provide.

A listing of the vendordéds current and prior 1099
checks is available in VSS. This information is entered by users in your organization using
Munis programs, and the information is available to vendors for inquiry purposes only.

VSS allows vendors to search for and view bid request information, and then use that

information to submit a bid offer or quote. The submission process creates bid records in your

Munis databasethat can be examined and evaluated by your
personnel.

The fields and options available to vendors in VSS are determined by your VSS administrators.
Refer to the MSS General Administration User Guide for details on modifying VSS permissions.

1.1.1 Vendor Self Service Users
Vendor Self Service requires vendors who exist in your Munis database to register using the
VSS website to gain access to their information. Tosuccessfully Iink a vendor
with their Munis record, you must provide the vendor with the Munis vendor ID number assigned
by your organization. The vendor enters the number in the Vendor ID box during registration.

Potential vendors who do not exist in your Munis database can complete the registration

process, but they are granted limited access to VSS. When completed by a potential vendor, the
registration process creates a new record in the Vendors program in Munis. A user from your

organization with Munis vendor maintenance permissions must change the status of the newly
created record to Active in Munis. A Vendor Self
user ID access to the appropriate pages in VSS before the vendor can fully utilize the site.

o tyler
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2 VENDOREGISTRATION

Existing Vendors

Vendors who already exist as a registered vendor, must select a username and password,
then complete the fields in the Existing Vendors section before selecting continue.

You must the Munis vendor ID assigned by the City of Wichita in the letter that was sent
to your organization. The value entered in the FID/SSN box must match the value from
the Munis vendor record exactly. If you have trouble with your sign in contact
Purchasing, 316-268-4636.

Once you have completed the Vendor ID and FID/SSN boxes, click Continue. The vendor
is then automatically presented with contact information page. Enter this information for
the owner of the login and select continue. You may now select the My Profile link and
verify all of your information is correct. If changes to a section need to be made, select
the change icon located next to that section and make the required changes. Selecting
continue at the end of the changes will save the new changes and return you back to the
My Profile section for review.

New Vendor Reqistration

Prospective vendors who do not exist in your Munis database, as well as existing vendors who
have already been entered in the Vendors program in Munis, must register to gain access to
Vendor Self Service.

Vendors of either type register by clicking Registration on the VSS home page.

Welcome to Vendor Self Service

Home Welcome to Self Service for Business Vendors
Vendor Self Service

Bids

Registration

Registration is a multistep process. Vendor Self Service displays the number of steps in the
process, with the current step displayed in bold type. Vendor Self Service does not save any
information entered in the fields on any page until the registration is complete. If a vendor leaves
the registration process before completing each of the steps, all of the information entered is
discarded and they must start again.

The firststepinthe process defines the vendords user

e tyler
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tyler

New Vendor Registration &

Create user ID and password

Home

Vendor Self Service

Bids

User |D {between 1 and 100 characters) * Chase.Commaodities
Registration
Re-type user ID * Chase.Commodities
Password (oetween 2 and 15 characters) ¥ seessses
Re-type password * LTI TYTYS

Password hint * pet

Enter these validation numbers into the box below them

1843
EXISTING VENDORS ONLY
You must the following for initial
Vendor ID

FID/SSMN (Enter without dashes)
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The second step in the new vendor registration process requires the vendor to provide their

Home
Vendor Self Service
Bids

Registration

*Address

Field
Company Name

General information

*Company Name

Doing business as
(§f different from above)

Your preferred payables delivery method(s).

Your preferred purchasing delivery mathod(s).

eneral business and contact information.

New Vendor Registration

v Your User ID and password have been successfully set. Please continue with the registration process.

Chase Commodities

O Fareign Entity

Qne Tyler Drive

Omail  Clrax M Ee-mail

Omail Crax B e-mail

Description

Containstheven dor 6 s name or business na

Doing Business As

Indicatest h e v edvoidgobusiheass as (DBA) name, if applicable.

Foreign Entity

When selected, indicates that the vendor is a foreign entity.

Address Define the vendor é&wndonaishenter d tivo-letters .
City state postal abbreviation code in the State box.

State

ZIP

Fax Number Di splays the vendorb6s fax number,
Geographic Indi cates the vendords geographic

Send Remittances to the
Above Name and Address

If the vendor selects this check box, Vendor Self Service enters the
values from the main address as the default values in the boxes in step
three of the registration process.

Email Contains the vendorés primary ema
notifications and alerts are sent, such as registration confirmation
messages or password hints.

Additional email addresses for contact persons are defined later in the
registration process.

Web Site Il ncludes the vendords website URL

The New Vendor Registration page contains a Minority Business Entity (MBE) section that must
be completed by minority business enterprise vendors. A minority business enterprise is
typically defined as a business that is at least 51% owned and operated by an ethnic minority.
These businesses are typically certified by a city, state, or federal agency.

o tyler
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Minority Business Entity (MBE)

MBE Classifications
(zelact all that apply)

Gender

Ethnicity

*FID/SSN

#Re-type FID/SSN

Enter a Federal Tax ID Number or Social Security Number

] AFRICAN AMERICAN OWNED
[] DISADVANTAGED BUSINESS

+| General 0 certifications

manage
] HISPANIC OWNED

[ wOMAN OWNED

Select Type... v
Select Type... v

@FID (OSSN

Field

Minority Business Entity (MBE)

Description

Is Minority Business

Indicates that the vendor is a minority business enterprise

Enterprise

MBE Classification Define which MBE classifications the vendor possesses.
Gender Contain the vendor gender and ethnicity codes

Ethnicity

Enter a Federal Tax ID Nu

mber or Social Security umber

Requires the vendor to select whether to enter a federal tax identification
number or a Social Security number, and then enter the value of the

selected type.

Payment Terms

Field 'Description

Discount Percentage

Defines the discount percentage the vendor extends to your organization.

Days to Discount

Contains the number of days within which payment must be received by
the vendor in order for your organization to claim the discount
percentage.

Days to Net

Indicates the number of days that the vendor allows before requiring net
payment.

Your Preferred Payables
Delivery Method

Your Preferred Purchasing
Delivery Method

Determine the vendor 6s

purchasing documents.

preferred

VSS registration process requires the vendor to enter address information. If the vendor
selected the Send Remittances to the Above Name and Address check box during step two,
Vendor Self Service automatically enters the first address record. If the check box was not

o tyler
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selected, the Addresses table is blank.

New Vendor Registration

Home Address information

Vendor Self Service

Bids Addresses
add f—

Registration

Address Is Default

New Vendor Registration
H
ome Address information
Vendor Self Service
Bids Addresses
add
Registration
Name/DBA Address Is Default
One Tyler Drive
. Yarmouth
Chase Commodities WE v change
04096
Fax #:

The vendor must click Add to create a new address record, which displays the Remittance
Information page.

Field Description

Address Type Determines the type code of the entered address.

Company Name Defines the name that appears on items sent to this remit address. The
name can vary from the vendor name, if necessary.

Address Provide the remit mailing address.

City

State

ZIP

Fax Contains the fax number for this remit address.

Email Defines the email address used for the remit address.

Clicking Save after entry of an address record returns the Address Information page, where the
new address record has been added to the table.

A vendor can add individual contacts for an address record by clicking Change, which displays
the Remittance Information page. These contacts are only associated with the address record
and are not displayed as part of the general vendor record.

Clicking Add Contact on the Remittance Information page displays the Contact Information
page, where the vendor can create contact records for the address.

Only certain Contract Types will receive solicitation notifications, general and
purchasing contacts. Accounts payable contacts will not receive notifications of
solicitations.
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i tyler *
New Vendor Registration
boe General Vendor Contacts
Vendor Self Service
Bids Address Contacts
. . Type Name Description Email
Registration
[ cortinie J New Contac |
% tyler *)
New Vendor Registration
RCTE General Vendor Contacts
Vendor Self Service
Bids Contact Person
Registration *Contact Type GENERAL - General Contacts v
*Name Charles Chase
Description
*Phone 207-555-1212
I Text Coptin
Fax
E-Mail melfring@tylertech.com
[ seve [ conce |
Field Description
Contact Person
Contact Type Determines the contact type code.
Name Contains the name of the contact person.
Phone Define the contactés phone and f a
Fax email address.
Email

Clicking Save after completing the contact information returns the vendor to the address record,
with the new contact record provided in the Addresses Contacts group.

The vendor must click Save on the Remittance Information page to return to the Address
Information page, and then click Continue to advance to the next step in the registration
process.

In step four, the vendor clicks New Contact to enter a contact person for the general vendor
record using the General Vendor Contacts page.

= tyler
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New Vendor Registration
H
ome General Vendor Contacts
Vendor Self Service
Bids Address Contacts
Type Name Description Email
Registration
Phone:
GENERAL - General . 207-555-1212(%) -
Contacts Charles Chase meffing@lertechcom =3
Fax:
i tyler )
New Vendor Registration
BT General Vendor Contacts
Vendor Self Service
Bids Contact Person
Registration *Contact Type GENERAL - General Contacts
*Name Charles Chase
Description
*Phone 207-555-1212
Text Coptin
Fax
E-Mail melfring@tylertech.com

This page contains fields that are identical in function to those from step three, but they apply to
the vendor record as a whole and not a single remit address. Clicking Save after entering the
contact information returns the vendor to the General Vendor Contacts page with the new
contact record displayed in the Address Contacts group.

The vendor must click Continue to advance to the last step of the VSS registration process,
which is the commodity code step.

ﬁ".',',‘,iﬁ % Munis Self Service
Select Commodities i
Home
Select Commodities stef
ndo i
Bids Search for your commodities/services, then select and "Add". Search again and repeat as necessary. Click "Finished" when done.
st all commodities senvices
9143 Found
1-10| 11-20| 21-30 | 31-40 | 41-50 | 51-60 | Next
Select AN Code
a0s05
amond, etc.(See Class 075 For Valve Grinding Compounds]
m| 584
v

©2019 Tyler Technolagies, Inc.

This page contains the list of commodity codes that are available for vendors to choose from.
Vendors will need to select the commodity codes that their company provides goods and/or

..E':.' tyler ‘ 10|Page
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services for to be notified of solicitations. Vendors can make multiple selections by checking the
check box next to the commodity code and selecting the add button. Once you have finished
making your selections, select the continue button to move to the next step; the review page.

On the Review page, the vendor reviews and confirms the information they entered in previous
steps. If changes are required for any detail group, the vendor uses the Change option for that
group to make the appropriate changes.

When all the entered information is correct, the vendor must select the Terms and Conditions

check box

, acknowl edging

click Register to complete the process.

= tyler

Home
Vendor Self Service
Bids

Registration

.’—o-tﬂ-x._r"'-‘-!'"‘.‘

New Vendor Registration

Review

agreement

Please check that the information below is correct. Make changes if necessary, then click on "Register.”

General Information |change

Wi

th your

+J

Step 5|

Name/DBA
Entity

#Jujjﬂjwlr;f‘“wd’ﬂftﬁ._,w

o ATl EEa—

Bank Account Type Checking

Terms

Chase Commodities

change |

Discount Percentage 0
Days to Discount Q

Days to Net 0

Address Information

|ckanue

Name/DBA

Chase Commeodities

Additional Fields

Address Default

One Tyler Drive
Yarmouth, ME
04096

Fax

[change

SHIPPING CHOICE ues

Accounts Contacts

change

Type Name Description Email

GENERAL - General

Contacts Charles Chase

Commodities

melfring@tylertech.com

Phone Text

207-555-1212,8

Fax

change

Attachments

Attachment Type

General

E-Verify

I These are our terms and conditions. You must accept them before you can access VSS. Do you accept the terms and conditions?

Description
Documents are not assigned to a type

E-Verify

[11 have read and accept the terms & conditions, < —

Required Attachments
(0]

]

(Only click Register once and refrain from using your browser's Back or Refresh button.)

([ ]
()

. tyler
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Vendor Self Service displays a registration confirmation page that provides the vendor with links

to register commodities or update their VSS profile, and to upload attachments to their profile.

New Vendor Registration
Vendor Self Service Registration Confirmation
Registration has been completed. You will be contacted when your information has been reviewed. @

My Profile

Bids You can now:

= Register for commodities/services and/or update your profile.
= Upload attachment doecuments to your profile.

Newly registered vendors only have access to the Home, Vendor Self Service, My Profile, and
Bids optonson t he menu. Your organizationés Vendor Sel
vendor access to additional menu options.

Resetting your Vendor Password
If you have forgotten your password you can reset it by selecting the Forgot your password?
Hyperlink on Login screen.

g Munis Self Service

Login

Usemame

Forgot your username?

Forgot your password?

Selecting the hyperlink will take you to the password retrieval screen. Here you will enter your
username and an email will be sent to the email address associated with the account.

i b Moris SalfSoice

‘An email containing your password hint

Back to login screen | Rotieve bim |

Follow the steps in the emalil to reset your password.

..E':.' tyler 12|Page
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3 VENDORELFSERVICHOMEPAGE

The Vendor Self Service home page contains a header and a series of summary information
groups.

i tyler

B &
Welcome to Vendor Self Service &

Vendor Self Service
Profile information

My Profile

LeTourneau Power Equipment View profile
1099 123 Main Street

CARIBOU, ME 04736
Bids us

Contacts
Checks
Invoices

Announcements

Purchase Orders

Welcome to Self Service for Business Vendors
Contracts

Invoices Submit invoices  Search invoices
Recent invoices Submitted invoices
$ 4 5 2 . 9 9 Date Amount Status Date Amount Status
Last invoice: 2/13/2017 2/13/2017 $452.99 Held details

$452.99

Year to date

Checks Search checks

Check information not found.

©2017 Tyler Technalogies, In<.

Clicking the login option in the header displays the following menu options:
1 My Accounti Opens the My Accountpagecont ai ni ng t he vendor ds

 Log Outi Logs the vendor out of Vendor Self Service.
i tyler BE &

. LETOURNEAU POWER EQUIPMENT
Welcome to Vendor Self Service a ™

acco

Vendor Self Service . ) My Account
Profile information

My Profile LaglOut

LeTourneau Power Equipment View profile
1099 123 Main Street

CARIBOU, ME 04736
NW%JVMMWWWHWWWMMWWMW

. tyler
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The Resources option in the header provides a menu of links or documents provided by your
organization. These options are maintained in Vendor Administration.

= tyler
&
. Resources
Welcome to Vendor Self Service d
Vendor Self Service TOWN WEB SITE
Profile information

My Profile TOWN CONTACT LIST
LeTourneau Power Equipment View profile .

1099 123 Main Street Resource Link
CARIBOU, ME 04736

Bids us Resource Document
Contacts DOCUMENT OME

Checks

) LINK ONE
Invoices

o tyler P age
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4 VENDORNAVIGATION

On the Vendor pages, the headers for the individual information groups that display include
options for searching and viewing related information.

elf Service

Welcome to Vendor Self Service

Vendor Self Service Profile information

My Profile 55 MANUAL
Phone: 3162684636
Bids knordick @wichita.gov

Vendor information

TESTER €O INC. View vendor
123 HAHA AVE
WICHITA, KS 67205

KNORDICK@WICHITA.GOV.

Announcements
Mission Statement: Offf primary goal is to obtain the greatest value for each dollar spent by the City of Wichita in the procurement of goods and services efficiently and effectively while ensuring fairess and integrity in
accordance to the lawghnd regulations

VSS Features: Vendofhave access to their company information and the ability to view open bids, purchase orders, commadities and AP payments (e.q. checks) as well as update their profile including address, contact

information, and uploid/update documents.

Vendor RegistratiofProcess:
Existing Vendfifs: Click the registration link on the menu and fill out the entire form. You will need your Vendor ID and Taxpayer Identification number (typically the Federal Employer Identification number or a Social
Security numbfll) to register.

Click the registration link on the menu. Fill out the top portion of the form and select continue. Click the Help Button in each step for help on how to complete each box within that step.

+ New Vendorj

+ A valid W-9 lfrequired before gaining approval and can be uploaded at the end of the registration process. A W-9 form may be downloaded here W3

If you have any priiblems contact us at purchasingweb@wichita.gov or by phone (316) 268-4636.

Contact Informalon:
v

- Phone: (39f) 268-4636
02018 Tyler Technologies, Inc.

Clicking View Vendor in the Vendor Information group or the My Profile option in the
navigation menu displays the My Profile page. The My Profile page groups profile information by
category. By clicking Change, a vendor can update the information in that group.

ﬂ M ervice
: ~
Vendor Information
Vendor Self Service General Information dwnge
My Profile TESTER CO INC
Entity:
123 HAHA AVE
Attachments WICHITA, KS 67206
Commaodities KNORDICK@WICHITA.GOV
FID: 12-3789645
Bids Foreign Entity
Minarity business enterprise
Independens contractar
Discount Percentage: 0.000
Days to Discount: 0
Days to Net:0
MBE Classification(s)
General
Mo certificates were found for this dassification.
Address Information change
Name/DBA Address Is Default
123 HAHA AVE
WICHITA
TESTER COING. xS v
67206
Fax#
Contacts change
Type Name Title Email Phane Fax
GENERAL VSS MANUAL knordick@wichitagov 3162634636

©2018 Tyler Technolagies, Inc.

tyler 15|Page
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nf ormati on

group

cntact infarinatian, typpehawd vendor
foreign entity status, minority business enterprise status and certifications, and discount terms.

General Information change

Name/DBA

SMITH ELECTRIC

Entity

Address CHAGO, 1L G062

Fax Mumber

FID 35-77TTEIT

E-Mail dan.olson@tylertech.com

Web Site info@smithelectric.biz

Vendor Type EQUI - EQUIPMENT VENDOR

Geographic

Foreign Entity No

Is minority business enterprise? No

MBE Classification(s)

General
Mo certificates were found for this classification.

Discount Percentage 0.000%

Days to Discount 0

Days to Net 0
The Address I nformation group displays the
information, while the Address Contactsgroup | i sts t he vendor ds
information.

Address Information

change

Name/DBA Address Is Default
Address Contacts

change

Type Name Title Email Phone Fax

ACCOUNTS PAYABLE  Susan Agouris Accounting Office info@mithelectricbiz ~ 312-555-1212

vendor
cont act

e tyler
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The Additional Fields group identifi €mngehe
allows the vendor to update this information.

Additional Fields

change

SHIPPING CHOICE

USPS

The Current Vendor Commodities group contains a list of commodity codes associated with the
vendor. Vendors remove commodities from the list by clicking the Remove link. The Add option

allows vendor to add commodities to the list.

Commodities

add

Code Description
COMPUTER HARDWARE AND PERIPHERALS FOR MIMNI AND MAIN FRAME COMPUTERS

206 Remaove
Current Collection Equipment and Accessories, Electrical

28523 Remave
Circuit Cards

28726 Remove
Transmitters, Emergency Alarm Type (To incl. Equipment Operation Status Reporting)

28782 Remave

Step by step process of how to add commodities is referenced in 4.1.2.

. tyler
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4.1.1 Attachments

A vendor adds attachments to their profile by clicking Attachments on the menu. The
Attachments option is only available when the vendor is viewing their My Profile page.

o tyler

Attachments
Vendor Seff Service Attachments can be added to your account. Use the following Attach buttons to select the documents to add.
Once the documents have been selected, press the Upload button.
My Profile
Attachi tT Descripti ired Attachments
P chment Type escription Requi me
General Documents are not assigned to a type @ Attach
Commedities
E-Verify E-Verify (1] Attach
1099
Bids
Checks Browse.. [Type: E-‘;‘eri";-'ﬂ

lnvo ices m m

Purrhace Dirdars

I Wy e e N I

Attachments are added by clicking the Attach button on the Attachments page, which allows
the vendor to navigate to a file or document to upload. The Attachments column indicates the
number of documents attached for the attachment types. Vendors can attach an unlimited
number of files.

To remove an attachment, the vendor clicks the number of attachments indicator. On the
attachments list, clicking the Delete button removes the attachment.

"k tyler B &

Attachments
Vendor Self Service Attachments can be added to your account. Use the following Attach buttons to select the documents to add.
Once the documents have been selected, press the Upload button.
My Profile
Attachment Type Description uired Attachments
Attachments w® P Req
General Documents are not assigned to a type (W] Attach
Commeodities
E-Verify E-Verify (1) Attach

1099
DOCUMENTL.txt X f— |

Bids

Checks
T i W N S o o

The uploaded files are also added to the vendor record in the Munis Vendors program and they
can be viewed using the Vendor Attachments screen in that program.

The vendor cannot maintain their attachments in VSS once they have been uploaded. A Munis
user from your organization must access the vendor record in the Vendors program and use the
buttons on the Vendor Attachments screentoadd,updat e, or del ete the vendo

s tyler

o
%

18|Page



MSS VENDOR SELF SERVICE USER GUIDE 11.3

4.1.2 Commodities
Clicking Commodities on the navigation menu displays the Vendor Commaodities page.

Vendor Commodities
Vendor Self Service Search for your commedities/services, then select and "Add". Search again and repeat as necessary. Click "Finished” when done.
My Profile Keyword(s) or m
commadity code
Attachments {first 3 or more digits)
List all commodities/services
Commodities
904 Found 1-1011-20] 21-30 | 31-40 | 41-50 | 51-60 | Mext
1099
Select All Code Description
Bids
O 005 ABRASIVES
Checks O aio ACQUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES
Invoices O Q15 ADDRESSING, COPYING, MIMEQGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC.
Purchase Orders O Q019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS, AND VEGETABLES
O 01924 Buckwheat
Contracts
O 01950 Hops
O 01962 Pumpkins
O Q1967 Rye
O 01972 Sorghum
O Q20 AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS 022 FOR PARTS)
Currently Added
There are no commodities to display for this vendor.
=3
©2017 Tvler Technologies Inc.

Vendors use the Search box to search for commodities by code or keyword. Alternatively,

clicking List All Commodities/Servicesdi spl ays all commodity codes i
Munis database. VSS displays the number of codes found during a search and updates the

commodity table.

Vendors can view commodities by group using the numbered group selections, or they can
identify specific commodities by selecting individual check boxes. If a vendor selects an
individual check box within a numbered group selection, VSS saves the value of each check
box when the vendor navigates between the groups of commodity codes.

o T e e P T e T U e N e P e Ca
Commodities 4 4
904 Found I 1-10] 11-20 | 21-30 | 31-40 | 41-50 | 51-60 | Next I
1099
Select All Code Description
Bi
e 005 ABRASIVES
Checks O 010 ACOUSTICAL TILE, INSULATING MATERIALS, AND SUPPLIES
Invoices 0 015 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC.
Diltch e Orelars . 019 AGRICULTURAL CROPS AND GRAINS INCLUDING FRUITS, MELONS, NUTS, AND VEGETABLES

After identifying the applicable commodity codes, clicking Add causes VSS to add all of the
selected commodity codes to the vendords profile
Remove removes the commodity from the group. When vendors complete the commodity code

update, they click Finished to save the changes and return to the My Profile page, where the

Current Vendor Commodities group provides the full list of their associated commaodity codes.

s tyler
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4.1.3 Bids

Bids provides a list of bids available to the vendor from your organization. Bids opens to the Bid

search page, which allows vendors to search for bids using the bid number, bid description, or
bid status.

' .
< tyler E &
Bids
Vendor Self Servi N .
endor self service Vendor Self Service | Return to My Bids
My Profile
1099 Bid Number {other search criteria will be
ignored)
Bids.
Checks
Bid Description
Invoices
Purchase Orders . )
Bid Status [Iopen bids only
Contracts

Search results include all bids that match the entered criteria.

o tyler 20[Page



