SM

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 upload a current W-9, EFT, and SB12 Vendor Notification forms
before they will be added. These documents can be uploaded directly into the VSS
system. Please email purchasing@nisd.net for the blank forms if they were not provided
to you.

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.

[———

NISD: Vendor Self Service

Home

Vendor Self Service LOG INTO Vendeor Self Service click the “log in butten” 3t the top right of this page.

NEW VENDORS:
f you are 2 NEW vendor at NISD, please refer 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 “Create an account” at the bottom of the screen.

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

Email address

[} Keep me signed in

OR

G . s 0

Unlock account? Help (7

Create an account
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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.

Create an account

Fields are required unless marked optional.

Email

First name

Last name

Mobile phone

Optional

Password requirements:

* At least 8 characters

% Alowercase letter

* An uppercase letter

% Anumber

@ No parts of your username

Password

Once you enter the information, you will see this screen.

= af .
o B,

Q
A

Verify with your email
We sent an email to -

the verification code in the text box.

Enter Code

Enter

Return to authenticator list

Back o sign in
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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 inbos

@ Community Access Identity <nereply @identitytylerpertico.com>

. tome

Hi Tracy,

Welcome to your Community Access accountl

Your organization uses Community Access and Tyler Technologies to 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

il A

A

Set up security methods

Security methods help protect your Tyler
Portico Citizen account by ensuring only you
have access.

Optional

Google Authenticator
Enter a temporary code generated from the
Google Authenticator app

Setup >

0 Okta Verify
Okta Verify is an authenticator app,

installed on your phone or computer
used to prove your identity

Setup »

Phone

Verify with a code sent to your phone

Setup »

Back to sign in
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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.

Toriis,

personnel

for and
will not be responsibie for the payment of goods or services

R

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.

Mndﬂ dent Schoal Distict =)

Welcome to Vendor Self Service

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.

OR Link to Existing

Announcements
Wiekcoma to Vendor Self-Service. If you choose 10 Sign in with o of the Community ACCes Services you MUST ALWAYS e that option 16 1og in. You will also NGT have the opticn 1o be hang the Communit
and using that service's login information.

02023 Tyler Technologies, Inc.
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STEP 5: Complete all required fields to include banking information for payments.
Note: Fields marked with a red asterisk (*) are required.

Company name or individual. If individual, please put last name, first name.

New Vendor Registration

om. User ID and password have been sfully set. Please continue with the registration process. @

Vendor Self Service

Enter Vendor Registration Information Step 1
Company Information Vendor Address
Company Hame* “address

ine 4 EFTONA Line 4 eeTona

Doing business &

cy

Zip code * county

Country

Fax Number
Website

General
BLns Gender Exnnicity
Select Type.. ¥ Select Type.. ¥

Cakforia Permit Humber
Federal Tax ID Number or Social Security Number Payment Terms
“FID or S5 Discourt Percentage Days o Discount Doy to Nt .

©2023 Tyler Technolegies, Inc.

Send Accounts Fayable checks to the above address Fak Numbes
Vendor Self Service Send Purchase Orders to the above address.
Ewal
sines Entrpise

Websie 3

.
ouns Gender Ethnicity

Select Type.. ¥ Select Type.. ¥
Cabfomia permit Nuamber
Federal Tax ID Number or Social Security Numbser Paymant Tarms
FDorssn Discount reeentage Days 5 Discount Oaysto e
FID SN o o o
oSN e rve payabls delery methods)
Fax Oewsd The preferred delivery
method is email for both.

.
Bank Information b e
Bank Routing Number Bank Account Number Bank Account Type Poy st wder

Checking N .
P—
prroer-eror SN,

Fanuting Account  Check
Humet Namber  Number

©2023 Tyler Technolegies, Inc
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Once all information has been entered, click on Continue.

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

New Vendor Registration

Vendor Self Serv
Vender self senvice Address information

Addrassas

Mame/DBA Address Is Default

©2023 Tler Technologies, Inc

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

i e
New Vendor Registration
Fr—

At Ton

L e——
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Once you have completed this section, click on Continue.

New Vendor Registration

Vendor Self Service

Address information

Addrassas

Mame/DBA

Address

Is Default
BENAVIDEZ & SONS

©2023 Tler Technologies, Inc

Enter all required field for User Contact Information

User Contact Information
Vendor Self Service

Contact Person

* Name

* E-ma

£

©2023 Tyler Technologies, Inc
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For Contact Type, select the appropriate one for the contact. Typically you will choose General.

Vendor Self Service

©2023 Tler Technologies, Inc

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 Contacts
* Hame
BENAVIDEZ
Description

OWNER

* Phone

©2023 Tyl Technologies,Inc.
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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 Service

General Vendor Contacts

Addrass Contasts

tep 2
Type Name Description Email Telephane
Phone: 210
SR owner eHoTvALCOM =

©2023 Tler Technologies, Inc

STEP 7: The next screen is to select commodities. Please disregard this section. Click Continue.
JE———r

Select Commodities

Vendor Self Service

Select Commodities

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

300 move s

0 Found

There mmadities Avak
Currently Added
There =

commodities to display for thi

©2023 Tyler Technologies, In
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STEP 8: You will need to upload your completed/signed W-9 and EFT forms.

r} Norhsde Indspendant Schoo! Distict

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

Entity

Address

Fax Number

SN

Geographic

E-Mail

Web Sita

‘Vendor Type

Gender

Ethnicity

Foreign Entity

DUNS

Independent Contractor
Bank

Bank Account Number
Bank Account Type

Terms

Gigi consulting services

123 JOHN DOE LANE
SAN ANTONIO, TX 78253
usa

GIGIZAVALAD23@GMAILCOM

1059 1099VENDOR

No

No

BANK OF AMERICA

Checking

change
Discount Percentage

=

0

©2023 Tyler Technelogies, Inc

Terms

Vendor Self Service shangs
Diseount Percentage

Days to Discount
Days to Net

Address Information

change

Name/DBA Address Default
Accounts Contacts
change
Type Name Deseription Email Phane Text Fax
B s omes RS—
Commodities
change
Attachments.
Bttachment Type Description Attachmants
General Documents are not assigned te a type © m
default Vendor Attachment o m
Vendor Financial Documentation Vendor Financial Documentation o ==
Vendor Insurance Vendor Insurance 0 m
Vendor W-9 Vendor W-9 0 m

£2023 Tyler Technclogies, Inc

Click on Attach to attach your W9. You must upload your current/signed W-9. The EFT form will be
uploaded to Vendor Financial Documentation. The SB12 Vendor Notification form will be uploaded

to Vendor Attachment. If you have an award letter or award notification, please upload that
document to Vendor Attachment.
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Accounts Contacts

Vendor Self Service

change
Type Name Description Emall Phone Text Fax
WL o omm comoseowlcon 20
Commaodities
change
Attachments
Mtachment Type Deseription Required Attachments
General Documents are not assigned to & type o ==
detauit Vendor Attachment ® =
Vendor Financial Documentation Vander Financial Documentation o
Vendor Insurance Vendor Insurance o m
Vendor 9 Vendor w5 © =y 4

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
¥iability for and will not be responsible for the payment of goods or services without a duly authorized purchase order issued by the District Purchasing Deparment.

D)1 have read and accept the terms & conditions.

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

£2023 Tyler Technalogies, inc.

Click on Choose File

oose File | Mo file chosen

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

@ Open *

4 B 5> My Computer > Desktop » v | O 2 Search Desktop

Organize » MNew folder

w
E My Computer Mame Date modified Type Size

¥ 3D Objects ~ Today (4)

[ Desktop GIGI'W3.pdf 6/8/2023 8:54 AM Adobe Acrobat D... A0 KB
* Downloads

My Files

D My Files

m My Files

[&=] My Files

i Windows ()

= Storage (E:)

== Business5ervices

== Businessbervices ,, "

il v| | Al Fites () “|

| Open | | Cancel |
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@ Open x

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

=~ @ @
@ My Computer L Mame Date modifi:d Type Size G
3D Objects ~ Today (4)

Organize « Mew folder

[ Desktop GIGI Wa.pdf 6/8/2023 8:54 AM Adobe Acrobat D... 4D KB
* Downloads B

My Files

B My Files

B My Files

[&=] My Files

i Windows (C)
- Storage (E:)

== BusinessServices

== BusinessServices ., v

File name: | GIGI W9.pdf

Cancel

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 %

STEP 9: Review all entered information and make any necessary changes. Attach your completed/signed

W9 and EFT forms. If everything is correct, click on “| have read and accept the terms & conditions” and
then click on Register.
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Vendar Self Service Accounts Contacts

change
Type Hame Description Email Phone Taxt Fax
s owen micon
Commodities
chance
Attachmants
Attachment Type Description Rogquired Attachmants
General Documents are not assigned to a type © -
dofault Vendor Attachment © [ Avtach |
Vendor Financial Documentation Vendor Financial Documentation o m
Vendor Insurance Vendor Insurance () m
Vendor W-9 Viendor W-9 GIGI W9.pdf (Not yet saved) m

it policy. only Purchasing Dapartment personnel are authorized to make purchase commitments for the District. Northside ISD assumes
hasing Dega

An authorized representative of the business must agree to Northside ISD Terms and Conditions, In accordance with state statute ary
¥ ¥abilty for and will not be responsible for the payment of goods or services witheut a duly authorized purchase order issued by the Dis

have read and accept the terms & conditions.

5;
{Only click Register once and refri from using your browser's Back or Refresh button)

£2023 Tyker Technalogies, Inc.

Do not navigate away from this screen.

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

Vendor Self Service

©2023 Tler Technologies, Inc

Registration Confirmation. Note, this is not an approval; the information will be reviewed by the
Procurement Administration and all information will be verified. You will not be emailed your
vendor number and the vendor number is not visible on your portal.

&
N Northside Independent School District

New Vendor Registration

Registration Confirmation
Q Registration has been completed, If you did not upload your current/signed W9, your vendor profile will not be approved. If you are an awarded vendor with NISD, a cooperative, or another Texas school district. please
send an email to purchasing@nisd.net with the details 50 we can activate your vendor profile. You will be contacted if we need additional information when reviewing your information. @

Vendor Self Service
Vendor Information

1099

You can now:

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

Purchase Orders
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If you are an existing vendor, please follow the following steps.
Step 1: Click on Link to Existing
[ —— o

Welcome to Vendor Self Service

Vendor Self Service

7'\

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 vender

pre— rpr—

Announcements
Wilcoma to Self Sarvice for Business Vendors

©2023 Tler Technologies, Inc

Step 2: Enter your NISD vendor number and your vendor FID/SSN (ie. XXX-XX-XXXX or XX-XXXXXXX).
Click on Link to Existing.

= z

Link to Existing Vendor

Vendor Self Service

Enter the information below to search for an existing vendor.

vendor Number Vendor FID/SSN

e

©2023 Tyler Technologies, Inc
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Step 3: Enter User Contact Information. Click on Continue.

[———

Vendor Self Service

User Contact Information

Contact Person

* Hame

optin

©2023 Tler Technologies, Inc

If you need to update your general information, click on “Change” at the top of the screen under Vendor

Information.

Vendor Self Service

Vendor Information

Attachments

Commodities

1099

Checks

Purchase Orders

Vendor Informatioi
General Informstion changs

Entity

SAN ANTONIQ, T 78253

S50
Foreign Entity
mEE
Discount Percentage: 0,000
Days to Discount
Days to Net. 0
Bank Information
Account number

Account type: Checking

Address Information chznge

Name/DBA Address

Contacts change

Is Default

Type Hame Title Email Phane
GENERAL
GENERAL

Commadities
add
Code Description

©2025 Tyler Technolegies, Inc.
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To upload your current W-9 and EFT forms. Click on Attachments.

Vendor Information

Vendor Self Service General Information change
Vendor Information
Entity.
Attachments SAN ANTONIO, T 78253
Commodities
ssh
1099
Foreign Entity
maE
Checks
Discount Percentage: 0,000 Y
Purchase Orders Days 1o Discount: 0
Days to Net: 0

Bank Information

Account number.
Account type: Checking

Address Information chznos

Name/DBA Address Is Default

Contacts change

Type Hame Title Email Phane
GENERAL
GENERAL

Commadities
add
Code Description

©2025 Tyler Technolagies, Inc.

Upload your current W-9, EFT, and SB12 Vendor Notification forms.

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.
Vendor Information Attachment Type Description Required Attachments
General Documents are not assigned to a type ©
Attachments
default Vendor Attachmaent () m
Commodities Vendor Financial Documentation Vendor Finanial Documentation © m
1099 Vendor Insurance Vendor Insurance ) m
Vendor W-9 Vendor W-9 © m
Checks

Purchase Orders

©2025 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
Henderinfomston Profile information s
D i ez

Checks

Purchase Orders

Announcemants
Checks
Last check: 2/16/2023
e
Yeurto date -
Puschns st
Lant purchase ander: 27872023 i
s
Yo to dte -

Vendors will be able to update vendor information.

[———

Vendor Information
Vendor Self Service

Gunerel Infosmaion S

Vendor Information
Attachments
Commadities

1089

Checks.

Purchase Orders

Is Detauit

Vendor information
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Vendors can search for payments.

R

Vendor Check Search
Vendor Seff service

Date (mm/dafyyyy)

Vendar Information
1092
Checks

Purchase Orders

stanuc any s v

= =3

22023 Tyler Tecmiages In.

Vendors can search for purchase orders issued to them.

Vendor Purchase Order Search

vendar self senvice

Vendor Information

1098

« b
Checks

Statun w——
Purchase Ordars e

Pototal o s

2023 e T, ine
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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 sumbar
i Contract number
Checks
Stat
irchase Ors
Purchase Orders e

PO totat
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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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