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Thank you for your interest in becoming a vendor with Columbus City Schools. You can register 

via CCS Vendor Self Service. 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. 

 

 

Vendor Self Service (VSS) gives vendors web-based access to all their information including 

purchase orders, invoices, payment checks, and bidding opportunities. 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: 

 

 
 

https://www.ccsoh.us/vendors
https://columbusvendors.munisselfservice.com/
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Registration: You will need to register to use MUNIS (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 “Vendor Self Service” on the left hand side of the screen.  

 

 

Click on the blue box “Log in/Register” located at the top middle of the screen. 

 

The screen below will appear: 

 

 
 

 

New vendors, as well as existing vendors, must register to access the Vendor Self Service 

The Registration displays the Tyler Identity screen, you must create a Tyler Identity account 

prior to completing a VSS registration.   
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Register for a new account 

 
Register for a new account:  
The first time you enter the system, you will need to complete the “Register for a new account” 

even if you are an existing vendor. Registration only needs to be completed one time.  

 

When you select Register for a New Account, VSS displays the User Self-Service screen. 
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You must enter a valid email address, along with name and password information. The Create 

Account option returns you to the Tyler Identity log-in screen. However, you cannot log in until 

you have received an email confirmation message and completed the confirmation process. 

 

 
 

Once logged in to the VSS application, vendors complete the User Self-Service screen to create a 

basic user profile.    
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When the User Self-Service screen is completed, the vendor must sign out of VSS and log in 

again to complete the registration process. 

On the New Vendor Registration page: 

 New vendors enter the validation number provided and click Continue 

 Existing vendors enter the validation code, along with their vendor ID and the FID or 

SSN number associated with their vendor record.  

Vendors who already exist in your organization’s Munis database must complete the fields in the 

Existing Vendors Only section. You must provide the vendor with the Munis vendor ID assigned 

by your organization, which is the vendor number in the Munis Vendors program. The value 

entered in the FID/SSN box must match the value from the Munis vendor record exactly.  

 

When existing Munis vendors complete the Vendor ID and FID/SSN boxes and click Continue, 

VSS verifies the entered information with the vendor record in Munis. If all information 

matches, the vendor is automatically presented with the My Profile page. They do not have to 

complete the remaining steps of the registration process.  
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When new vendors click Continue, VSS provides the User Contact Information page.  

 
When the vendor completes all necessary information the registration is successful, VSS 

provides the Welcome to Vendor Self Service page. 

 

During registration, vendors must provide these items:  
 W-9  

 E-mail Address  

 Insurance Certificate (Check our website for vendors that are exempt.)  

 Federal ID or Social Security Number  

 Contact Information  

 Commodities that you Sell  

 The email you provide during registration should be monitored daily for purchase orders and bid 

announcements.   

 Insurance Certificates and W-9s can be attached to VSS if you have them stored as an electronic file.            

If not, the documents can be emailed to Purchasingdepartment@columbus.k12.oh.us or faxed to       

614-365-6763. 

 The website will provide a message confirming registration. However, the Purchasing Department will 

need 24 hours to “activate” a vendor. Vendors will remain “inactive” until all the items requested are 

provided. 
 

Purchasing Department 

889 East 17th Avenue 

Columbus, OH 43211 

614 365-5820 

614 365-6763 (fax) 

Purchasingdepartment@columbus.k12.oh.us 

 

mailto:Purchasingdepartment@columbus.k12.oh.us
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