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December 14, 2022

To: All City of Roswell Suppliers, Vendors, and Contractors

SUBJECT: PAYMENT SYSTEM UPGRADE — DUAL FACTOR AUTHENTICATION

Dear Partner,

We wanted to let everyone who currently does business with the City of Roswell know
that the City is going through a required update to our online vendor tracking and
payment system.

Summary:

For any supplier who uses the City’s online Vendor Self Service function as a day to day
tool (i.e. to track payment and invoice records, etc.), or if you frequently make changes
to your vendor ID, etc..., this change will impact how you access the system, and you
will be required to “link” your vendor profile in the old system to the updated (dual
authentication security) vendor profile in the new system.

For suppliers who don't often use the Vendor Self Service feature, you will only need to
access and link your new and old profiles if you need to make changes to your profile
(i.e. update tax information or payment processing or identification information).

Detailed Change Process:

Attached is a detailed walk through that will show you how to create an individual
account, link company accounts in the system, and upload current W-9.

You will need your Vendor number (available in the current system and on checks and
POs) and your FID / SSN #.

Best,

Bly Dndone

Greg Anderson, Purchasing Manager
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City of Roswell Vendor Self Service MUNIS UPGRADE

Task 1 — Establish Tyler Portico Account (Individual — Dual Authentication)

Task 2 — Link Old Munis (Munis 11.3) Vendor Account to New Munis Vendor
Account (2021)

Task 3 — Upload W-9

Recorded Steps

Step 1: User left click on "Vendor Self Service”

T2
Roswell LOG IN

City of Roswell Self Service

Home Welcome to the City of Roswell's Self Service Portal. Please use the menu bar on the left to navigate to the service

- needed.
Citizen Self Service

Vendor %ﬁme

Step 2: User left click on "Login / Register".

Welcome to Vendor Self Service

Vendor Self Service Log in or register as a user to begin using Vendor Self Service
Log in / ¥ gister

Vendor Self Service gives existing and potential vendors access to their company
information and records online. Vendors have the ability to view Purchase Orders,
Invoices, AP Payments, and update their profile, address, contact information and

commodities.

Existing vendors will need their vendor number (located on the last received check stub or PO) and
Federal ID. If you have not received a check recently or ID does not match when entered, please send an
email to Vendors@roswellgov.com.

A W9 MUST BE ATTACHED BEFORE ACCESS WILL BE GRANTED OR PAYMENTS RECEIVED FROM
THE CITY OF ROSWELL

Once logged in, click the document icon in the upper right corner to download a W9 form.




Step 3: User Left Click on "Sign up”.

VI
der Portico Citizen-SignIn X == )

5 C @ identitytylerportico.com 2 % & =

[«

sality HUDWeb & Login orRegister [ MUNIS & DocuSign # Contract/PO Chang.. # My Forms | otForm @ Geargia Procureme...

[ Sign in with Google

Sign in with Apple

Sign in with Microsoft

Sign in with Facebook

OR

Email address

[

Password

[[] remember me

Forgot password? Untock account? elp

-

Don't have an account? S:g@ug

© Tyler Portico Cinizen - Sign In x + = = g %
€ 3 C @ identitytylerportico.com/signin/register o2z @B L 00

[ Fonsity HUDWeb o LoginorRegiater [ MUNIS B DoaSgn & ContactPOChang. @ MyForms lotFerm @ Georgis Procureme.

®

Create an account

tess@fedprodocscom




Step 5: System will send email to signup account email.

# identity.tylerportico.com/signin/register-complete o |2 3

eb ea Login or Register m MUNIS & DocuSign % Contract/PO Chang... # My Forms | JotForr

=4

Verification email sent

Ta finish signing in. check your email

Back toslgnin

Step 6: User left click in email on “Activate Account"

¢« @ 0B =0 &G m D tets >
Welcome to your Community Access account e B
Inbo x
Community Access Identity tyer < 1016 PM @ & n

e

o B,

HiJohn

Weicome to your Commurity Access accourt]

Your organizotion uses Community Access and Tyler Technologies to monoge:
access fo applicafions which serve cifzens

Community Accsss provides access 100l of your cifizen spplications and
connects you to other public cpolicatins withir: Tyles Technology s
scomystem

Leam miore about Commurity Acces.

Ta vesty your emall oddress and activate your account
please cick fhe fofowing fnc




Step 7: User left click on "Sign in" in Tyler Portico Citizen - Sign In. At this point, at
successful Sign In, Vendor will have completed Task 1 of establishing an individual
account successfully.

| U Sign in with Google ‘
' |

' Sign in with Apple

.. Sign in with Microsoft

ﬂ Sign in with Facebook ‘

OR

Email address

‘ jtest@fedprodocs.cem ‘

Password

D Remember me

Forgot password? Unlock account? Help

Don't have an account? Sign up

Step 8: User left click "Yes” if they accept terms and conditions.

@ Vendor Self Service x o+

& = C @ selfservicetest.ciroswellgaus/vss/Vendors/Default.aspx 2w @ % = 4 0O . B

Fonality HUDWeb o Loginor Register [ MUNIS &) DocuSign % Contract/PO Chang.. % My Forms|lotForm @) Georaia Procureme... »

The City of Roswell’s Terms and Conditions may be found

under the “Resources" section in the upper right comner of

this page. By clicking “Yes” users are acknowledging their
acceptance of these Terms and Conditions.




Step 9: User left click on "Link to Existing” NOTE: at this point, a supplier who does not
have a previous account in Munis 11.3 can select “Create New Vendor” and follow
prompts to create an unlinked new account — you will need to upload a W-9 in either
case. The remainder of this document will include steps to link accounts, NOT to create a
new account.

£

Roswell

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 m

Announcements

Vendor Self Service gives existing and potential vendors access to their company
information and records online. Vendors have the ability to view Purchase Orders,
Invoices, AP Payments, and update their profile, address, contact information and

commodities.

Existing vendors will need their vendor number (located on the last received check stub or PO) and
Federal ID. If you have not received a check recently or ID does not match when entered, please
send an email to Vendors@roswellgov.com.

A WS MUST BE ATTACHED BEFORE ACCESS WILL BE GRANTED OR PAYMENTS RECEIVED
FROM THE CITY OF ROSWELL

Once lnooed in click the dacument icon in the unner richt carnar fa dawnlnad 2 W9 form

82022 Tyter Technologies, Inc.

Step 10: User input previous account information — the previous (Munis 11.3) vendor
number and FID / SSN information - Left click on Link to Existing"

UDWeb 6% Login orRegister [ MUNIS

& My Forms |JotForm @ Georgia Procureme...

& DoasSign # Contract/PO Chang..

Link to Existing Vendor

vice Q

Enter the information below to search for an existing vendor.

Vendor Number Vendor FID/SSN

7700 123456729

22022 Tyier Technalogies. Inc:



Step 11: User fill out required contact information and left click on "Continue". NOTE:
suggest using Contact Type “"GENERAL — General Contacts”. This can be updated after
linking accounts and uploading W-9.

Roswell

User Contact Information

Home
Contact Person

Vendor Self Service * Contact Type

GENERAL - General Contacts i~

* Name
JOHN TEST

Description
CEO

* Phone
7705946197

Text

Ooptin

* E-mail

JTEST@ROSWELLGOV.COM ]

=5

O3 T Tarindnias Tar

Step 12: User will be returned to “Vendor Self Service” page and the accounts will be
linked as shown below. This is the End of Task 2.
= B ©

Welcome to Vendor Self Service

Home

Vendor Self Service

Profile information ¢

Vendor Information JOHN TEST
CEO
1098 Phone; 7705946197
JTEST@ROSWELLGOV.COM
Checks

Vendor information ¢

Invoices

KIMSPLACE
Purchase Orders 111 HAPPY STREET
ROSWELL, GA 30075

KLAWRENCE@ROSWELLGOV.COM

Announcements

Vendor Self Service gives existing and potential vendors access to their company
information and records onliffe. Vendors have the ability to view Purchase Orders,
Invoices, AP Payments, and update their profile, address, contact information and

commodities.

Existing vendors will need their vendor number (located on the last received check stub or PO) and
Federal ID. If you have not received a check recently or ID does not match when entered, please
send an email to Vendors@roswellgov.com.

82022 Tyler Technologies, In.



Step 13: User left click on "Vendor Information" in Left menu.

£
Roswell

Vendor Self Service gives existing and potential vendors access to their company

+ B e +

Home information and records online. Vendors have the ability to view Purchase Orders,
Vendor Self Service Invoices, AP Payments, and update their profile, address, contact information and
commodities.

Vendor Information

fas0 Existing vendors will need their vendor number (located on the last received check stub or PO) and
Federal ID. If you have not received a check recently or ID does not match when entered, please
Checks send an email to Vendors@roswellgov.com.
fifices A WS MUST BE ATTACHED BEFORE ACCESS WILL BE GRANTED OR PAYMENTS RECEIVED
FROM THE CITY OF ROSWELL

Purchase Orders
Once logged in, click the document icon in the upper right corner to download a W9 form.

Invoices Submitinvoices  Search invoices

Invoice information not found.

Checks Search checks

Check information not found.

Purchase orders Search purchase orders

Purchase order information not found,

©2022 Tyler Technologies. Inc.

Step 14: User left click on "Attachments” in left menu.

[l Fonslity HUDWeb &% LoginorRegister [P MUNIS % DocuSign # Contract/PO Chang... % My Forms [Jotform @ Georgia Procureme. »
—
Roswell
Vendor Information
- Resources
=0 General change
City of Roswell Website ™
Vendor Self Service {4\ There are pending changes to the General Click To View,
Terms & Canditions
Vendor Information
KIMSPLACE
(e Entity: W2
m@ 111 HAPPY STREET
2 GeoCode: 0001 - VENDOR BASED IN ROSWELL
StEgodEs ROSWELL, GA 30075
L) KLAWRENCE@ROSWELL G
FID: 12-3456789
Checks
Foreign Entity
Invoices MBE
Purchase Orders Discount Percentage: 0.000
Days to Discount: 0
Days to Net:0
Address change
here are pending changes to the Remittance
Information. Click To View.
Name/DBA Address Is Default
111 HAPPY STREET
ROSWELL
KIMSPLACE cA v
30075
Fax® M




Step 15: User left click on "Attach" Button.

Bl Fonality HUDWeb e Login or Register [ MUNIS & DocuSign # Contract/PO Chang.. # My Forms [JotForm @ Georgia Procureme... »

Attachments
Home Attachments can be added to your account. Use the following Attach buttons to select the documents to add. Once the
Self Servi documents have been selected, press the Upload button.
Vendor laforaatice Attachment Type Description Required Attachments
General Documents are not assigned to a type (0] Attch
Attachments
default Vendor Attachment @ Attach
Commodities
1099
Checks
Invaices
Purchase Orders

92022 Tyles Techrnologies inc

Step 16: User left click on "Choose File"

& | No file chosen Type: General v
No file chosen
Cance




Step 17: Browse to where you have saved your W-9, then User left double click on W-9
Adobe file to upload.

X
‘C » Desktop » Vendor Self Services Information - Copy v O 2 Search Vendor Seif Services |...
= @ @
Name Date modified Type Size
B w-e 11/8/2022 4:23 PM Adobe Acrobat D... 1,258 KB
Type: Adabe Acrobat Document
Size: 1.22 MB
Date modified: 11/8/2022 4:23 PM
e VI |Aﬂﬁ& ~
N n N n
Step 18: User left click on "Continue
& - C & selfservicetest.ciroswell.ga.us/vss/Vendors/Profile/Attachments.aspx ©® % » = 4 0O .
Fonality HUDWeb &% Login or Register [ MUNIS & DocuSign # Contract/PO Chang.. # My Forms |JotForm @ Georgia Procureme... »

W-9.pdf RemoveType: Generzl Vv

Choose File | No file chosen Type: General v

oo [l o |




Step 19: Attachments are uploaded — the W-9 has been attached to your account in the
new system. User Left click on “Vendor Self Service" on Left menu. End of Task 3.
& (&) 8@ selfservicetest.ci.roswell.ga.us/vss/Vendors/Profile/Attachments.aspx © » = 4 0O °

ﬂ Fonality HUDWeb & Log in or Register E) MUNIS & DocuSign # Contract/PO Chang.. # My Forms|JotForm @ Georgia Procureme.. »

£
Roswell B e

Attachments
Home Attachments can be added to your account. Use the following Attach buttons to select the documents to add. Once th:
Ve M@S i Service documents have been selected, press the Upload button.
Vendor Information Attachment Type Description - ts
General D 1ts are not assigned to a type m m
Attachments
default Vendor Attachment (U]

Commodities

Step 20: Screen below indicates that Supplier has completed Tasks 1-3. Accounts are now
linked and current W-9 is uploaded. User can now view system information and update
account (including adding additional contacts, etc...). END OF WALK THROUGH

| =
Roswell

Welcome to Vendor Self Service

Home

Vendor Self Service
Profile information ¢

Vendor Infarmation JOHN TEST
CEO
1098 Phone: 7705946197
JTEST@ROSWELLGOV.COM
Checks
Vendor information @

Invoices

KIMSPLACE
Purchase Orders 111 HAPPY STREET

ROSWELL, GA 30075

KLAWRENCE@ROSWELLGOV.COM

Announcements

Vendor Self Service gives existing and potential vendors access to their company
information and records online. Vendors have the ability to view Purchase Orders,
Invoices, AP Payments, and update their profile, address, contact information and

commodities.

Existing vendors will need their vendor number (located on the last received check stub or PO) and
Federal ID. If you have not received a check recently or ID does not match when entered, please
send an email to Vendors@roswellgov.com.




