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Columbus City Schools Vendor Registration

Thank you for your interest in becoming a vendor with Columbus City Schools (CCS). You can register
via CCS Vendor Self Service (VSS). The information below will guide you through the registration
process.

General Vendor Information and CCS General Terms and Conditions can be found on the vendor page
at:

https://www.ccsoh.us/vendors.

VSS gives vendors web-based access to all their information including purchase orders, invoices,

payment checks, and 1099’s. Vendors can also update their addresses and contact information on this
site.

Entering the System:

If you are not already at the following web site, insert the following link into your web browser to enter
the system:

https://columbusvendors.munisselfservice.com/

The screen below will appear:

igf.;‘ LOG IN

Columbus City Schools Self Service
Home Welcome! This is connected to the Test Database.
Vendor Self Service
Please follow the instructions that are appropriate for your situation.
Vendor Log In Instructions:
& Ifyou have already registered for Vendor Self-Service (vSs), click the "Log In" link in the upper right corner of the screen ta update your company information, etc.
s If you have not already registered to use VsS, click "Vendor Self Service” in the upper left corner of the screen
s Click "Registration” on the subsequent screen to continue the registration process.
& Please call the Purchasing Department at 614-365-5820 if you have questions.
Thank you!
Effective November 15, 2019, Lighthouse Services, Inc., will provide Columbus City Schocl employees,vendors, business partners, and stakeholders 2 way to anonymeusly report instances of possible
fraud,waste, abuse, and ethical misconduct.
The purpose of this service is to ensure that any employes, vendor, business partner, or stakeholder wishing to submit a report can do so anenymously and without fear of retaliation.

You can make an anonymous report on-line at www.lighthouse-services.com/columbusk12oh; or by toll-free telephone call to 833-320-0099.
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Registration: You will need to register to use Enterprise ERP (VSS) even if you are already a
Columbus City Schools’ vendor. New vendors, as well as existing vendors, must register to access the
Vendor Self Service.

Click on the “LOG IN” in the upper right corner.

MUNIS Self Services @
(24
Home
Sign in to community access services
Vendor Self Service
G s
Fl
[
n
Emnail address
Password
2202

From this screen, vendors may use their established email and password credentials for an existing
social account (such as Google®, Apple®, Microsoft®, or Facebook®) to log in, or click the Sign Up
option to create unique Tyler Identity credentials.



To create unique Tyler Identity credentials, click Sign Up to display the Create an Account screen.
M A st S e A

Email address

Password
] remember me vi
Create an account
Sign in
Forgot password? Unlock account? Help

Don't have an account?

Back to sign in

Enter a valid email address, create a password, complete the first and last name information, and click
Sign Up. Tyler Identity sends a verification email to the supplied email address.

@)

Create an account

V550124@mailinator.com

sssssssses

v @

v ‘\=/

v o

,/ Verification email sent

v To finish signing in. check your email.
Sally Back to sign in

Smith /

Back to sign in

Click the link in the verification email to complete the account verification process and return to VSS.
Users cannot log into VSS until they verify the account.
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Existing Users

Users who have established a Tyler Identity account can log in using their Tyler Identity email and
password credentials. Users who have not transitioned to using Tyler Identity must create a new
account.

o If vendors create a Tyler Identity account using their previous credentials and the email
addresses match, the existing VSS account information is automatically linked to the Tyler
Identity account.

e If vendors do not use an existing email, or if they have multiple accounts that use the same
email address, they must create a new Tyler Identity account and complete the process to link
the VSS account to it.

Important! Tyler Identity allows users to log in using social provider accounts such as Apple,
Facebook, Google, and Microsoft. The email address associated with the social provider account is
used as the Tyler Identity email when completing these account verifications.

Password Resets

If a user forgets their assigned password, clicking the Forgot Password? link on the Sign-in screen

provides the steps to reset the password. The Help link on the Sign-In screen also provides detailed
assword retrieval instructions.

Email address

~

Reset your password

Remember me Email address

/" Reset via Email
rgot password?

Back to Sign In

Locked Accounts
If a user's account is locked, for example, if too many unsuccessful password attempts have been
made, clicking the Unlock Account? link on the Sign-in screen provides the steps to unlock the account.
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Enter the email address associated with the account to begin the process to unlock the account.

e T MW””‘“M
[] Remember me
Reerr

Unlock your account

Forgot password? Unlock account?

Email address

Send Email

Back to sign in

Don't have an account? Sign up

Vendor Registration

Once the vendor successfully logs into VSS, the program provides the Vendor Self Service Home

page. This page includes options to create a new vendor record or link to an existing Enterprise ERP
vendor record.

Welcome to Vendor Self Service

Home

Vendor Self Service

A

No vendor information is linked to your account.
In order to fully use Vendor Self Service, please either
register a new vendor or link to an existing vendor.

Create New Vendor OR Link to Existing

Announcements
Welcome to Self Service for Business Vendors

©2020 Tyler Technologies, Inc.
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Linking to an Existing Enterprise ERP Vendor Record

Vendor must know the vendor number and Vendor FID/SSN associated with the vendor account.
= tyler

Link to Existing Vendor

Home

Vendor Self Service

Q

Enter the information below to search for an existing vendor.

Vendor Number Vendor FIS/SSN

©2020 Tyler Technologies, Inc.

Creating a New Vendor Record

Vendors must comﬁlete the reﬁuired fields to SﬁeCifi the information for the new vendor record.
g tyler

sus 1
Vendor Address
Adres

Federal Tax |1 Number or Socia Security Number

Ty Temniezas

Vendors must complete the required fields to specify the information for the new vendor record.
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Company Information
The Company Information group of the New Vendor Registration page defines basic information about
the vendor.

Company Information
Company Name*

Line 2 (OPTIONAL)

Line 3 (OPTIONAL)

Line 4 (OPTIONAL)

Doing business as (if different from above)

*Vendor Type
Select Type... v

Foreign Entity
Send Accounts Payable checks to the above address
Send Purchase Orders to the above address

E-mail *

Website

DUNS

California Permit Number

Vendor Address
The Vendor Address group of the New Vendor Registration page specifies the vendor's main address
and selected contact information.

Vendor Address
Address®

Line 2 (OPTIONAL)

Line 3 (OPTIONAL)

Line 4 (OPTIONAL)

City * State *
N/A A
Zip Code * County
v
Country Geographic
Select Type... v
Fax Number
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Minority Business Enterprise-DO NOT USE-SEE LEDE INFORMATION ON
VENDOR PAGE AT CCSOH.US

Click Continue to progress to Step 2 on the New Vendor Registration page.

. tyler

Home

Vendor Self Service

New Vendor Registration
Address information

Addresses

Step 2

add

Name/DBA

©2020 Tyler Technologies, Inc.

Is Default

Click the Add link in the Addresses group to display the General Vendor Contacts screen for adding
vendor remit address information.

. tyler

Home

Vendor Self Service

New Vendor Registration

General Vendor Contacts
*Address Type
General ¥

*Company Name

Andrew Konsta, LLC

(line 4)
Doing business as (if different from above)

*Address
Andrew Konsta, LLC

(line 2)
485 Riverview Drive

(line 3)

*Cit

©2020 Tyler Technologies, Inc.

After completing the fields, click Save at the bottom of the page. VSS saves the entered information

and returns to the Step 2 screen, summarizing the entered information.
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New Vendor Registration
H
ome Address information
Vendor Self Service
Addresses

add

Step 2

Name/DBA Address

Andrew Konsta, LLC
485 Riverview Drive
Yarmouth

ME

04096

Fax #:

Andrew Konsta, LLC

©2020 Tyler Technologies, Inc.

Is Default

change

Click Continue to progress to the Ste

New Vendor Registration

Home

General Vendor Contacts
Vendor Self Service

Address Contacts

3 screen for definin

vendor contacts.

Step 3

Type Name Description Email

©2020 Tyler Technologies, Inc.

Telephone

Click New Contact to add a new vendor contact.

New Vendor Registration
Home

General Vendor Contacts
Vendor Self Service

Contact Person

* Contact Type
Select Type...
* Name
Description
*# Phone
Text

Optin

* E-mail

©2020 Tyler Technologies, Inc.

Step 3
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Complete the fields and click Save. VSS saves the entered information and returns to the Step 3

“ tyler

Home

Vendor Self Service

New Vendor Registration

General Vendor Contacts

Address Contacts

screen, summarizing the entered information.

Step 3

Type Name Description Email

Sales - Provides
the primary sales

5555
Audrey Campbell Salesperson acampbell.akonstallc@gmail.com
representative Y P P P @g

contact

Telephone

Phone: 212-111-

B

Text:
Fax:

©2020 Tyler Technologies, Inc.

Click Continue to progress to the Step 4 screen.

In this example, the Step 4 screen provides additional values to specify for the vendor, such as a
preferred shipping vendor.

Home

Vendor Self Service

New Vendor Registration

Additional Values

Field

SHIPPING CHOICE

Step 4

Value

USPs v

©2020 Tyler Technologies, Inc.
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Select the additional values as required and then click Continue to progress to the Step 5 screen. In
this example, VSS provides the Select Commodities screen for choosing the commodity codes to

associate with the vendor.

i tyler

Select Commodities

Select Commodities

done.

Al Code  Deseription

01924 Buckwheat
01950 Haps
01962 Pumpkins
01967 Rye

01972 Sarghum

Currently Added

There are no commedities 1o display for this vendor.

Search for your commadities/services, then select and "Add". Search again and repeat as necessary. Click “Finished” when

NG, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS,

020 AGRICULTURAL EQUIPMENT, IMPLEMENTS, AND ACCESSORIES (SEE CLASS 022 FOR PARTS)

Step 5

Enter keywords or commodity codes in the Search box to refine the list of provided codes.

Select the check box for each commodity code to associate with the vendor, and click Add to associate
the selected commodity codes with the vendor.

04088 Reptiles, Live

04092 Toys for Pets and Zoo Animals

Currently Added

There are no commedities to display for this vendor.

N I T o e L e VS W NV NN SV N

— 045 APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE

Currently Added

045 APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE Remove

Use the Remove option to delete any currently associated commodity codes.

Page 13 of 19




Click Continue to progress to the next step to review the entered information prior to submitting the
vendor registration.

sk tyler 8

New Vendor Registration

Home
Review Step 10

Vendor Self Service

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

General Information change

Name/DBA Andrew Konsta, LLC
Entity
Addr
Fax Numb:
SsN 999-31-1999
Geographic EAST - EAST COAST VENDOR
£-Mail . akonstallc@gmail.com
P e ad® rd® > e f PRgPT— y- P el
Commodit
change
045 APPLIANCES AND EQUIPMENT, HOUSEHOLD TYPE
Attachment:
Attachment Type Description Required Attachments
General Documents are not assigned to a type © m
E-Verify E-Verify © m
default Vendor Attachment © m

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

©2020 Tyler Technologies, Inc.

Click Register to complete the registration. You must click the Register option only once and remain on
the page. If the registration is successful, VSS provides a Registration Confirmation page.

Saving.....do not navigate away from this screen while sending data.

Home

Vendor Self Service

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

Home
Vendor Self Service

Vendeor Information
You can now:

* Register for commodities/services and/or update your profile.
* Upload attachment documents to your profile.

©2020 Tyler Technologies, Inc.

Newly registered vendors only have access to the Home, Vendor Self Service, and Vendor Information
tabs. Your organization’s Vendor Self Service administrator must grant the vendor access to additional

options.
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Vendor Self Service
The Vendor Self Service home page provides the vendor’s profile information and access to 1099’s,

checks, invoices and purchase orders.
5. tyler BE ©

s

Welcome to Vendor Self Service

Home

Vendor Self Service

Profile information # Vendor information ¢
Vendor Information MICHAEL FRITZ
Phone: 5535355359 ABC SUPPLY COMPANY
1099 MICHAELTYLERFRITZ2019@GMAILOOM 100 MAIN STREET
Suite 100
o BOSTON, MA 02110

JEAN@ABCSUPPLY.COM

Invoices

Purchase Orders
Announcements

Contract
e Welcome to the Vendor Self Service - Making it easier to do business with the CITY!

Vendor Self Service gives existing and potential vendors access to their personal information and records online in five easy steps. Vendors have the ability to view Purchase
Orders, Invoices, AP Payments and update their profile, address, contact infermation, and commodities. To begin registration select Vendor Registration on your left.

Mote: AW must be attached before access will be granted or payments received from the City of Tyler.

Existing Vendors will need their vendor number (located on the last received check stub, PO or EFT voucher) and Federal ID £, If you have not received a check recently or ID
# does not match when entered please send email to accounts.payable@tylertown.gov.

Invoices Submit invoices  Search invoices
Recent invoices Submitted invoices
Date Amount  Status Date Amount Status
3/19/2020 $1.00 T details
$1.00
Last invoice: 3/19/2020 | ¥'9/2020 00 T detals
3/19/2020 $1.00 T details
3/19/2020 $1.00 T details
$4,565.60
3/19/2020 1.00 T details
Year to date o $ —
More...
Checks Search checks
Recent checks
| Niadn LY RPN S A cnmn v

82020 Tyler Technologies, Inc. Help/Feedback

Clicking the login option in the header displays the following menu options:
¢ Home—Opens the default Self Service home screen.
o My Account—Opens the My Account page containing the vendor’s account information.
e Log Out—Logs the vendor out of Vendor Self Service.

i tyler

. VSS ADMIN
Welcome to Vendor Self Service
e Home
Vendor Self Service iyjiceount
.. . . g . . >
Profile information & Vendor information ¢ Log Out
Vendor Information MICHAEL FRITZ
Phong; 5555555555, ABCSUPPLY COMPANY,
e A R A Tt WV A T, S P PPN
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The Resources option in the header provides a Vendor Self Service manual.
" tyler

Welcome to Vendor Self Service Resources

Home Vendor Instructions

Vendor Self Service

Profile information
R VAW

& i ion#

A PV I S a W Ve

On the Vendor Self Service page, the headings for the individual information groups include options for
searching and viewing related information.

Welcome to Vendor Self Service

Home

Vendor Self Service

Profile information s Vendor information ¢
Vendor Information MICHAEL FRITZ
Phone: 5555555555 ABC SUPPLY COMPANY
1099 MICHAELTYLERFRITZ2019@GMAILCOM 100 MAIN STREET
Suite 100

- BOSTON, MA 02110

. JEAN@ABCSUPPLY.COM
Invoices
Purchase Orders

Announcements

Contract:
onEes Welcome to the Vendor Self Service - Making it easier to do business with the CITY!

Vendor Self Service gives existing and potential vendors access to their personal information and records online in five easy steps. Vendors have the ability to view Purchase
Orders, Invoices, AP Payments and update their profile, address, contact information, and commeodities. To begin registration select Viendor Registration on your left.

MNote: A W9 must be attached before access will be granted or payments received from the City of Tyler.

Existing Vendors will need their vendor number (located on the last received check stub, PO or EFT voucher) and Federal ID #. If you have not received a check recently or ID
# does not match when entered please send email to accountspayable@tylertown.gov.

Invoices I Submit invoices I Search invoices I

Recent invoices Submitted invoices

Date Amount  Status Date Amount Status
3/19/2020 $1.00 T details

$1.00

Last invoice: 3/19/2020 | Y9200 080 T detalls
3/18/2020 $1.00 T details
3/19/2020 $1.00 T details
$4,565.60 _

Year to date 3/19/2020 $1.00 T details -

More...
Checks
Recent checks
| M L A e M

22020 Tyler Technologies, Inc. Help/Feedback
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Vendor Information

Clicking Vendor Information provides the Vendor Information page. The Vendor Information page
groups profile information by category. By clicking Change, a vendor can update the information in that

Vendor Information

Home .
General Information change

Vendor Self Service ABC SUPPLY COMPANY
Doing business as ABC SUPPLY COMPANY
Vendor Information Entity:
100 MAIN STREET
Attachments Suite 100
GeoCode: EAST - EAST COAST VENDOR
Commodities BOSTON, MA 02110
1099 JEAN@ABCSUPPLY.COM
FID: 12-3123456
Checks Vendor Type: SUPL - SUPPLY VENDOR
Invoices Foreign Entity

Minority Business Enterprise
Purchase Orders
Discount Percentage: 2.000
@R Days to Discount: 10
Days to Net: 30

Minority Business Enterprise Classification(s)

General
No certificates were found for this classification.

©2020 Tyler Technolegies, Inc. Help/Feedback

The General Information group contains the vendor’s address and contact information, type and foreign
entity status, and minority business enterprise status.

The Address Information group displays the vendor’s remittance address and contact information.

Address Information change

Name/DBA Address Is Default

PO BOX 348992
ABC SUPPLY COMPANY WILLIAMSBURG N
VA, 23185

123123 WILLOWBROOK AVENUE
ABC SUPPLY COMPANY PORTLAND N
ME,02434

497897 FRANKLIN AVE
ABC SUPPLY COMPANY WACO N
TX,76710

The Contacts group lists the vendor’s contact persons and information.

Contacts change
Type Name Title Email Phone
ACCT.
GENERAL KELLY PIPER REP KPIPER@ABCSUPPLY.COM 617-234-1234
SAMUEL L. SALES
GENERAL SMITH MAN SSMITH@ABCSUPPLY.COM 617-234-1234
GENERAL ESF;AEL MICHAELTYLERFRITZ2019@GMAIL.COM 5555555555
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The 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.

‘Commedities

add

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

206 Remove
Current Collection Equipment and Accessories, Electrical

28525 Remove
Circuit Cards

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

28782 Remove

Commodities

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

Vendor Commodities

Search for your commadities/services, then select and "Add”. Search again and repeat as necessary. Click "Finished” when done.

Keyward(s) or commodity codegis 3 or mere sgis) m
istall cor v

33Found 1-10]11-20] 21-30| 3133
. SelectAll Code  Description
005 ABRASIVES
Checks
015 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC.
025 AIR COMPRESSORS AND ACCESSORIES
Purchase Ord

AIR CONDITIONING, HEATING, AND VENTILATING: EQUIPMENT, PARTS AND ACCESSORIES (SEE RELATED ITEMS IN CLASS

060 AUTOMOTIVE MAINTENANCE ITEMS AND REPAIR/REPLACEMENT PARTS
080 BADGES, EMBLEMS, NAME TAGS AND PLATES, JEWELRY, ETC.
150 BUILDER'S SUPPLIES

204 COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS

£2020 Tyler Technaloges, inc. Helnyfzerhack

Vendors use the Search box to search for commodities by code or keyword. Alternatively, clicking List
All Commodities/Services displays all commodity codes in your organization’s Enterprise ERP
database. VSS displays the number of codes found during a search and updates the commodity table.

Vendors can view commaodities 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
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between the groups of commodity codes.
) Y S T T T T e T VLA PSSV e e N W i e

33 Found | 1-10 | 11-20 ] 21-30 ] 31-33
Commodities
T Select All | Code  Description

005 ABRASIVES
Checks

015 ADDRESSING, COPYING, MIMEOGRAPH, AND SPIRIT DUPLICATING MACHINE SUPPLIES: CHEMICALS, INKS, PAPER, ETC.
Invoices

025 AIR COMPRESSORS AND ACCESSORIES
Purchase Orders

031 AIR CONDITIONING, HEATING, AND VENTILATING: EQUIPMENT, PARTS AND ACCESSORIES (SEE RELATED ITEMS IN CLASS
Contracts 740)

060 AUTOMOTIVE MAINTENANCE ITEMS AND REPAIR/REPLACEMENT PARTS
mw—\,\,—w B e N e e e e Ve N L™ A i T W

After identifying the applicable commodity codes, clicking Add causes VSS to add the selected
commodity codes to the vendor’s profile and updates the list of commodities. Clicking Remove removes
the commodity from the group. The Currently Added group provides the full list of associated
commodity codes.

Home

COMPUTER HARDWARE AND PERIPHERALS FOR MINI AND MAIN

208 FRAME COMPUTERS

Vendor Self Service

208 COMPUTER SOFTWARE FOR MICROCOMPUTERS (PREPROGRAMMED)
Vendor Information

Commodities

1099 Currently Added

Checks 204 COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS Remove
Invoices 206 COMPUTER HARDWARE AND PERIPHERALS FOR MINI AND MAIN FRAME COMPUTERS Remove
Purchase Orders 208 COMPUTER SOFTWARE FOR MICROCOMPUTERS (PREPROGRAMMED) Remove
F— 615  OFFICE SUPPLIES, GENERAL Remove

When vendors complete the commodity code update, they click Finish at the bottom of the page to
save the changes and return to the Vendor Information page.
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