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NORTHSIDE INDEPENDENT
SCHOOL DISTRICT

VENDOR SELF SERVICE (VSS)
INSTRUCTIONS

Northside ISD’s Vendor Self Service (VSS) will be utilized for creating new vendors and
updating existing vendor records.

VSS Features:

Create a secure user-id and password

Receive a unique vendor number

Update contact information (new address, email address, bank information, etc.)
View account activity (ie. purchase orders, invoices, checks, etc.)

Vendors must submit a current W-9 before they will be added. These documents can be
uploaded directly into the VSS system.

If you have any questions or need further assistance, please contact the Procurement
Administrator at purchasing@nisd.net.
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Vendor Self Service (VSS) Registration is a multi-step process. The system 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 all of the steps, all of the information entered is discarded and they
must start again.

STEP 1: Click on Log In at the top right corner of the screen.

[ ————— 106 1N

NISD: Vendor Self Service

Home

Vendor Self Service LOG INTO Vendor Self Service click the “log in button 2t the top right of this page.

NEW VENDORS:
f you are 2 NEW ven D,

ior at NISD, plaase refar to this guide to create an account

NEED ASSISTANCE?
Please contact the Procurement Administrator, Tracy Zavala, at puschasing@nisd net,
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Step 2: For new users, click on Sign Up at the bottom of the screen.
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=R
== ss ]
almu% 222l = O

Sign in to community access services for
Northside Independent School District.

Sign in with Google
Sign in with Apple
Sign in with Microsoft

Sign in with Facebook

DNeao

OR

Email address

I

Password

[] rRemember me

Forgotpassword?  Unlockaccount?  Help

»

Don't have an account? Signup
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STEP 3: Please complete all required fields.

e Email: Please enter your email address that will be used to log into VSS. This will be what you

would consider your User ID.
o First & Last Name: Please enter your first and last name.
e Password: Please enter a password.

Once the required information has been entered, select Sign Up.

[ BT
[ = S e |
Sign up
Email
First name
Last name
Mobile phone
Password

Password requirements

ur username
i cannot be any of your last 10

Once you enter the information, you will see this screen.
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Verify with your email

@ i@gmail.com

We sent an email to @gmail.com

Enter the verification code in the text box

Enter Code
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You will receive an email from Community Access with a verification code to activate your account.

Welcome to your Community Access account inbor =

. Community Access Identity <noreply@identity tylerportico coms
tome v

oﬁﬂfﬁﬁﬁul

HiTracy,
Welcome to your Community Access account!

Your organization uses Community Access and Tyler Technclogies fo manage
access to applications which serve citizens.

Community Access provides access to all of your citizen applications and
connects you to other public applications within Tyler Technology's
ecosystem.

Leam more about Community Access.

To verify your email address and activate your account enter the verification
code: i

This is an automatically gensrated message from Community Access. Replies are not
monitorsd or answered.

Once you activate your account, you will be redirected to Vendor Self Service. You will receive a
message and will need to click on Yes to continue.

|

ly

for the Di and
Wil not be respansibe for the payment of goods or services

y

- - |

pg. 4



STEP 4: Once you click Yes, you will need to choose Create New Vendor or Link to Existing.

If you need to create a new vendor file, click on Create New Vendor. If you are an existing vendor,

please follow steps on page 14.

=

Welcome to Vendor Self Service

Vendor Self Service

Announcements

STEP 5: Complete all required fields to include banking information for payments.

in with e of the Commur

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

pre— rpr—

nity Access Services you must ALWAYS use that option to log in. You wil alse NOT have the opticn to be able to change your password because

©2023 Tyler Technologies, Inc

Note: Fields marked with a red asterisk (*) are required.

=

New Vendor Registration

Vendor Self Service
Enter Vendor Registration Information

Company Information
Company Hame®

wiebsite
DUNS
Califomia Permit Number

Federal Tax ID Number or Social Security Number

*FID or S5M

°vc;rl.sel 1D and password have been successfully set, Please continue with the registration process, @

Vendor Address
*address

Line 4 eeTan
t Siate
Zip Code * county
Gesgraphic
Select Type.. ¥
Fax Numbser

General
Gender Ethicity
Select Type.. v Select Type.. ¥
Payment Terms
Discourt Parcentage Days to Discount

©2023 Tyl Technologies,Inc.

jou are authenticating through the Commnity Access Servic

step

&
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Vendor Self Service

Once all information has been entered, click on Continue.

send

ble checks to the above addrass.

Send Purchase Orders to the above address
“EMAIL

Website
DUNS
Califoria Permit Number

Fecleral Tax ID Number or Soeial Security Number

*FID or SSN

“Re-type FID/SSN

Bank Information

Sank Routing Number Bank Account Number

Bank Account Type

Checking ¥

©2023 Tyler Technolegies, Inc

Fax Number

usiness Enterprise

General

Gender

Select Type... ¥

Paymant Tarms

Discount Percentage Days o Discount

Vour preferred payables delivery methodis).
il Fax

ail

our

Fax  De-ail

eferred purchasing delivery method(s)

Select Type.. ¥

Ethnicity

Select Type.. ¥

Days to et

The preferred delivery
method is email for both.

Jos Smith 12
1234 Anydtrest Count
Anycity, AR 12345

Py 5 o arsar ot

o Botars

Bank Anywthics.
[raaeseTes], 1raesaTeeizsfiaas

Fauting Account  Check

Humet Namber  Number

If you need to include additional address information, click Add. If not, click Continue.

Vendor Self Service

New Vendor Registration

Address information

Addrasses

Name/DBA

Bddress

©2023 Tler Technologies, Inc

Is Default

pg. 6



If you clicked on Add, enter all the required fields.

[

New Vendor Registration

Ganarat Vst Contacts

L e——

New Vendor Registration

Jendor Self Serv
Vender self senvice Address information

Addrassas

Name/DBA Address Is Default

BENAVIDEZ & SONS SAN ANTONIO

Fax

©2023 Tler Technologies, Inc
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STEP 6: Enter all required field for User Contact Information.

User Contact Information

Vendor Self Service Contact Person

optin

* E-mai

©2023 Tler Technologies, Inc

For Contact Type, select the appropriate one for the contact.

Vendor Self Service

optin

©2023 Tler Technologies, Inc
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For General Contacts, this is for customer service, order status, etc. Click Continue after all required field
are entered.

User Contact Information

Vendor Self Service Contact Person

* Contact Type
GENERAL - General Cantacts v
* Hame
BENAVIDEZ
Description
CWNER

* Phone

[ BHOTMAILCOM I

©2023 Tyl Technologies,Inc.

You can add additional contacts if needed by clicking on New Contact. If no additional contacts are
needed, click on Continue.

New Vendor Registration

Vendor Self Serv
Vender self senvice General Vendor Contacts

Addrass Contasts

Type Name Description Email

GENERAL - I
General Contacts  BENAVIDEZ R

©2023 Tler Technologies, Inc
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STEP 7: The next screen is to select commodities. Please disregard this section. Click Continue.

Select Commodities

Vendor Self Service e
- - Select Commodities Siep3

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

Currently Added

Th

_—

[N

23 Tyler Technologies, inc.

STEP 8: You will need to upload your completed/signed W9.

New Vendor Registration

Vendor Self Service
Review

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

General Information chenge
Name/DBA Gigi consulting services
Entity

123 JOHN DOE LANE

Address SAN ANTONIO, T
usa

Fax Number

SN

Geographic

E-Mail GIGLZAVALA2023@GMAILCOM
Web Sita

Vendor Type 1095 1039VENDOR
Gender

Ethnicity

Foreign Entity No

DUNS

Independent Contractor No

Bank BANK OF AMERICA
Bank Account Number

Bank Account Type Checking

Terms.
change
Discount Percentage o

©2023 Tyler Technelogies, Inc
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Terms

Vendor Self Service shangs
Diseount Percentage

Days to Discount
Days to Net

Address Information

change

Accounts Contacts
change

Type Name

GENERAL -
General Contacts

Description

GIGI ZAVALA OWNER

Commeodities
change

Attachmants

Address. Default

Email Phane Text Fax

GIGLZAVALA2023@GMAILCOM  210-307+

Attachmant Type

General
dafault
Vender Financial Documentation
Vendor Insurance

Vendor W-9

Click on Attach to attach your W9.

Description
Documents are not assigned to a type
Vendor Attachment
Vendor Financial Documentation
Vendor Insurance
Vendor W-9

£2023 Tyler Technologies. Inc.

Raequired Attachmants

©

©

jooad

Accounts Contacts
change

Vendor Self Service

Type Name Description
GENERAL -

61 2
General Contacts e A CmER

Commodities

chang;

Attachment Type

General

default

Vendor Financial Documentation

Vendor Insurance

Vender W-9

Email Phane Text Fax

GIGLZAVALA2023@GMAILCOM  210-397-8701

Deseription
Documents are not assigned to a type
Vendor Attachment
Vandor Financial Documentation
Vendor Insurance

Vendor W9

Required Attachments

(L]

L]

(]

@

L]

&

an authorized representative of the businss must agree to Northside 1SD Terms and Conditiens. In accordance with state statute and District policy, only Purchasing Department personnel are authorized to make purchase commitments for the District, Nerthside ISD assumes

lability for and will nat be responsible for the payment of goods or services without a duly authorized purchase order issued by the District Pu

01 have read nd accept the terms & conditions.

Click on Choose File

Choose File | Mo file chosen

(Ondy click Reg:

£2023 Tyler Technologies, Inc.

r once and refrain from using your browser's Back or Aefresh button

chasing Department.
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Find your document on your computer, click on the file, and click Open.

@ Open *

I s My Computer » Desktop » ~ [J] O Search Desktoy
y P P P

ys
Organize » New folder =« [N o

w
A - ) A
@ My Computer Mame Date modified Type Size

9 3D Objects ~ Today (4) /
I Desktop GIGI W.pdf £/8/2023 8:54 AM Adobe Acrobat D... 20 KB

* Downloads

My Files

D My Files

m My Files

[&=] My Files

s Windows (C:)
= Storage (E:)

== BusinessServices

= Businessbervices ,

il v| | Al Fites () v

| Open | | Cancel |

@ Open x

4 B > My Computer » Desktop v O ' Search Desktop

Organize « Mew folder =~ M @
E My Computer L Mame Date modifi\e/d Type Size G
3D Objects ~ Today (4)
[ Desktop GIGI W9.pdf 6/8/2023 8:54 AM Adobe Acrobat D... 40 KB
* Downloads B
My Files
B My Files
B My Files
[&=] My Files
i Windows (C)
Storage (E:)
BusinessServices

=
=
=
== BusinessServices .,

File name: | GIGI W9.pdf v| | Al Files (=)

| Open

Once the file has been uploaded, you will click on Continue

GIGI Wo.pdf RemoveType: Vendor W-9 +

Choose File | Mo file chose

Type: Vendor W-9 w
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STEP 9: Review all entered information and make any necessary changes. Attach your completed/signed
WO. If everything is correct, click on “I have read and accept the terms & conditions” and then click on
Register.

Vendor Self Service

Accounts Contacts

Vendor Insurance

change
Type Name Descriptien Email Phene Text Fax
Commodities
changs
Attachments.
Attachmant Type Dascription Required Attachmants
General Documents are not assigned to a type o [ artach |
default Vendor Attachment o [ atacn |
Vendor Financial Documentation Vendor Financial Documentation (L) m
Vendor Insurance o m
=3

Vendor W-9

representative of the bus
il not be respansibl

t the terms & conditions.

ness must agree to Northside ISD Termts and C
the payment of goods or senvices witheut 3 dul

Vendor W-8

N

£2023 Tyber Technologies, Inc.

Do not navigate away from this screen.

tions. In accordance with state statute and
horized purchase order issusd by the Distri

?

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

GIGI Wo.pelf (Net yet saved)

only Purchasing Department personnel are authorized to make purchase commitments for §
e

District. Northside ISD assumes.

Vendor Self Service

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

©2023 Tyler Technologies, Inc
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Registration Confirmation. Note, this is not an approval; the information will be reviewed by the

Procurement Administration and all information will be verified.

New Vendor Registration

Vendlor Self Sarvice Registration Confirmation
s been compieted. vou wilbe contacted when your nformatin h
Vendor Information
1099 You can now:
Checks
Purchase Orders
W

©2023 Tyler Technologies, Inc.

If you are an existing vendor, please follow the following steps

Step 1: Click on Link to Existing

=
Welcome to Vendor Self Service
Vendor Self Service

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

pre— rpr—

©2023 Tler Technologies, Inc
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Step 2: Enter your NISD vendor number and your vendor FID/SSN. Click on Link to Existing.
[ —— o

Link to Existing Vendor

Vendor Self Service

Enter the information below to search for an existing vendor.

vendor Number Vendor FID/SSN

e

©2023 Tler Technologies, Inc

Step 3: Enter User Contact Information. Click on Continue.

= z

User Contact Information

Vendor Self Service Contact Person

Type

* Name

* E-ma

©2023 Tyler Technologies, Inc
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Vendors will see a summary of payments and purchase orders.

=

Welcome to Vendor Self Service
Vendor Self Service

Vendor Information
fendior Informatior Profile Information s Vendor information 4
s o uez

Checks

Purchase Orders

Announcemants

Checks s9rch coacy
$ -
Last check: 2/16/2023
s
Lo purchass onder: 27872023 j
s ;
Yot dae -

Vendors will be able to update vendor information.
= -

Vendor Information
Vender Self Service

Vandor Information
Attachments
Commaodities

1009

Checks

Purchase Orders

Bank Information

Commodities

cone Description

£202 Tyer Facheatogies Inc

pg. 16



Vendors can search for payments.

=

e
Vendor Check Search

Vendor Self Service Date (mmitd vy

Vendor Information Chec dme —

1099

nace s e

Checks ameunt

Purchase Orders Chack amoun
mauni) mare .
b

Status

Aysas v

= =3

2023 e Tecmoiogies Inc.

Vendors can search for purchase orders issued to them.

Vendor Purchase Order Search

Vender Self Senvice

Vendor information

L Contract numbe
Checks

status Ao Statis
Purchase Ordars e

PO tob v

£202 T Tachmologies nc.
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Vendor Purchase Order Search

Vender Self Senvice

Vendor Information PO mumbar
i Contract number
Checks
Status
irchase Ort
Purchasa Orders Date

opan

PO totat

- Tacreciogies nc

Vendor Purchase Order Search
vendor self seniice
Vendor Information FO mumiar
o Contract number

Checks
Statun

Purchase Orders

v Taenesiogies e
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Purchase Order Search Results

Searen Resuits

Vender Self Senvice

Vendor information

10 Found

1098
Checks

Purchase Orders

Search for closed/paid purchase orders.

Vendor Purchase Order Search

Vender Self Senvice

Vendor Information PO mumber
1039 Comtract number
Checks
St
irehasa Or
Purchase Ordars e

PG total
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Purchase Order Search Results

Vender Self Senvice Searen Resuits

Vendor information
800 Found

1098

Checks

Purchase Orders
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