
Vendor Self Service 

User Guide 
The Vendor Self Service home page contains a banner, navigation menu, and a series 
of summary information groups. 

 
 
Clicking the vendor name in the banner displays the following menu options: 

• Home – Returns the vendor to the Munis Self Service home page. 

• My Account – Opens the My Account page containing the vendor’s account 
information. 

• Log Out – Logs the vendor out of Munis Self Service. 



 
 
  



If the vendor clicks the Resources list in the banner, VSS displays a list of resource 
items. These items are hyperlinks or documents defined and uploaded by your 
organization’s VSS administrator.  

 
 

Vendor Navigation 
Vendors use the buttons in the group banners to navigate between pages in Vendor 
Self Service.  

 
 

  



My Profile 
Clicking View Profile in the Profile Information group or the My Profile option in the 
navigation menu opens the My Profile page. The page displays vendor profile 
information that is divided into groups. Clicking the Change link in any group allows the 
vendor to update the data in that group. 

 
 
The General Information group contains the vendor’s address and contact information, 
type and foreign entity status, minority business enterprise status and certifications, and 
discount terms. If your VSS administrator has enabled viewing of banking information 
on vendor profiles, the General Information group also displays the vendor’s banking 



information. 

 
 
  



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

 
 
The Address Contacts group lists the vendor’s contact persons and information. The 
group is sorted by contact type. 

 
 
  



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

 
 
Attachments are added by clicking the Attach buttons on the Attachments page, which 
displays a dialog box. Select the file to attach. This causes the page to display a list of 
files to attach. Vendors can attach an unlimited number of files using this method. 

 
 



Clicking the Remove link next to a file removes it from the attachment list. When the 
vendor has finished selecting files, they must click Save to upload the files. The 
uploaded files are added to the Attachments page. 
 
The uploaded files are also added to the vendor record in the Munis Vendors program 
and they can be viewed on the Vendor Attachments screen of 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 screen to add, update, or 
delete the vendor’s attached files.  
 
 

 

 

 

 

 

 

 

 

 

 
 



1099 
The 1099 page displays a listing of the vendor’s 1099 data for a selected year.  
 
Vendors use the Year list to select the fiscal year for which to view 1099 data. The data 
includes the 1099 box code, a description of the code type, and the 1099 amount. 

 
 
Clicking a code type opens the Vendor 1099 Invoice Detail page. This page displays the 
general 1099 information, as well as a listing of 1099 invoice details, if they exist for the 
selected box code. Clicking Return to 1099 returns the vendor to the Vendor 1099 
Information page. 

  



Checks 
The Vendor Check Search page is accessed by clicking Checks on the navigation 
menu. 

 
 
The page provides fields that are used to search for checks issued to the vendor by 
your organization. Completing the fields and clicking Search opens the Vendor Check 
Information page, which lists the checks that meet the vendor’s search criteria. 



 
 
Clicking Modify Search or New Search returns the vendor to the Vendor Check Search 
page. The listing of checks can be sorted by clicking a column title. The page refreshes 
to display additional checks in the list when the vendor clicks a page number at the 
bottom of the screen. To view details about the check on the Vendor Check Invoice 
Detail page, the vendor must click View on a check line. 

 



Invoices 
Clicking Invoices on the navigation menu opens the Vendor AP Invoice Search page. 
This page provides vendors with the ability to search for invoices in your organization’s 
Munis database. Vendors are only able to view invoices that are associated with their 
vendor ID. 

 
 
Vendors complete the boxes on the page, and then click Search to find invoices that 
match search criteria. VSS displays the search results on the Invoices page. 

 



 
The Modify Search and New Search links return a vendor to the Vendor AP Invoice 
Search page. Clicking a column title sorts the list of invoices by that column’s values. 
Vendors view additional invoices by clicking the page numbers. When clicked, the View 
link opens the Invoice Detail page, which is an inquiry-only display of invoice data.

 

 
  



Purchase Orders 
When a vendor clicks the Purchase Orders option on the navigation menu, VSS opens 
the Vendor Purchase Order Search page.  

 
 
Completing the fields on the page, and then clicking Search causes VSS to display the 
search results on the Purchase Order Search Results page. 

 



 
The Modify Search and New Search links return a vendor to the Vendor Purchase 
Order Search page. Clicking a column title sorts the list of purchase orders by that 
column’s values. Vendors view additional purchase orders by clicking the page 
numbers. When clicked, the View link opens the Purchase Order Detail page, which is 
an inquiry-only display of purchase order information. 

 


