CITY OF FONTANA
EXISTING VENDOR REGISTRATION INSTRUCTIONS

FONTANA

CALIFORNIA

City of Fontana Department of Finance has created a Vendor portal called Vendor Self Service (VSS).
Registering for this portal will allow you, the vendor, to have access to Purchase Order, Contract, Invoice
and Check information. To register for the portal, you will need:

e Avalid email address

e If you have previously done business with the City of Fontana, you will also need your Vendor
Number.

e Your tax ID number, either your Federal Tax ID (in format XX-XXXXXXX) or Social Security
Number (in format XXX-XX-XXXX)

How to Re-Register

1. Browse to https://fontanacavendors.munisselfservice.com
2. Click the Log In link in the upper right corner of the browser
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MUNIS Self Services

Home

Vendor Self Service

a. The Tyler Identity login screen displays
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FONTANA

Sign in to community access services for
City of Fontana.

Sign in with Google

Sign in with Apple

Sign in with Microsoft

Sign in with Facebook

DN eE

OR

Email address

Password

[] remember me

Forgot password? Unlock account? lelp
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Don't have an account? Signup
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CITY OF FONTANA
EXISTING VENDOR REGISTRATION INSTRUCTIONS

When accessing Vendor Access, the application presents the Community Access sign-in
screen with options to associate an existing log-in from Google®, Apple®, Microsoft®, or
Facebook® with the Tyler Identity account.

Click on the platform you email is associated with. If you don’t use any listed, type in
your email and password. Then click Sign In.
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CITY OF FONTANA
EXISTING VENDOR REGISTRATION INSTRUCTIONS

How to Register If an Existing Vendor

1. If you have done business with CITY OF FONTANA previously and need to register on Vendor Self
Service you will need your Vendor ID and Tax ID number or Social Security Number, click on the
Link to Existing button

2. Browse to https://fontanacavendors.munisselfservice.com

3. Click the Log In link in the upper right corner of the browser

MUNIS Self Services

Home

Vendor Self Service
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CITY OF FONTANA
EXISTING VENDOR REGISTRATION INSTRUCTIONS

a. The Tyler Identity login screen displays
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FONTANA

Sign in to community access services for
City of Fontana.

Sign in with Google

Sign in with Apple

Sign in with Microsoft

Sign in with Facebook

DN A

OR

Email address

Password

Forgot password? Unlock account? felp

Don't have an account? Signup

b. Click the Sign Up button
c. The User Self-Service registration form displays

3. Input email address, Password, First Name, Last Name
d. Note that the password must be between 8 and 32 characters
e. The password must also contain an uppercase character, a lowercase character,

and a special character
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CITY OF FONTANA
EXISTING VENDOR REGISTRATION INSTRUCTIONS

FONTANA

CALIFORNIA

Create an account

Back to sign in

4. A confirmation message appears

r]P
FONTANA

CALIFORNTA

Verification email sent

To finish signing in, check your email.

Back to sign in
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CITY OF FONTANA
EXISTING VENDOR REGISTRATION INSTRUCTIONS

5. You will get a confirmation email for which you will need to activate your account.

Welcome to your Community Access account

Community Access Identity it 4P " i

6. Once you have activated your account you can log back into Vendor Self Srvice
c. When accessing Vendor Access, the application presents the Community Access sign-in
screen with options to associate an existing log-in from Google®, Apple®, Microsoft®, or
Facebook® with the Tyler Identity account.
d. Click on the platform you email is associated with. If you don’t use any listed, type in
your email and password. Then click Sign In.
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CITY OF FONTANA
EXISTING VENDOR REGISTRATION INSTRUCTIONS

FONTANA
CALIFORNIA

Sign in to community access services for
City of Fontana.

-

a Sign in with Google

’
. Sign in with Apple
=. Sign in with Microsoft
ﬁ Sign in with Facebook

OR

Email address

Password

[ Remember me

Forgot password? Unlock account? Help

Don't have an account? Signup

4. Click on Link to Existing

Welcome to Vendor Self Service

2.

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

Page 7 of 8

OR

Enter your Vendor Number and your Federal Tax ID or Social Security Number into the
appropriate fields.



CITY OF FONTANA
EXISTING VENDOR REGISTRATION INSTRUCTIONS

Link to Existing Vendor

Enter the information below to search for an existing vendor.

Vendor Number Vendor FID/SSN

3. Click the Link to Existing button. If your linkage is successful, you will be in the Vendor record.

o

7.

Vendor Self Service Self Service - Authentica: X Welcome to your Community Ac X far Self Service +
C (Y @ fontana isselfservice.com/Vendors/default e % Bm»O0S
Fontana CityNet ServiceNow ConnectWise Contr... Admin Sites Lucity PerfectMind PublicStuff Tyler AccelaProject () GIS Browser Smartsheet  » Other bookmarks

o I N

Welcome to Vendor Self Service

Home
Vendor Self Service - . sy . . s
Profile information & Vendor information k4
Vendor Information Jendor - rest
Phone: 908350 8353 Sierra Ave

1099 - - Fontana, CA 02335
Checks - Dgmailcom
Invoices

Announcements

Wielcome to Vendor Self Service for Businesses Doing business with the City of Fontana. This service will allow businesses to view purchase orders, payments, and send invoices to
Purchase Orders Accounts Payable (DO NOT SEND INVOICE THROUGH OUR ONLINE SYSTEM). Our new financial system has some great features that will the City of Fontana to transition to a

paperless environment and will 2150 allow for direct deposit for payments to vendors. We re requesting all vendors to register on our Vendor Self Service program. The Vendor
Contracts Self Service Program (VSS) will allow you to: - Assign additional user(s) from your organization - Maintain account information including purchasing and payment remit to

addresses + Maintain bank information for direct deposit « View purchase orders and payments (purchase orders will not be mailed out) + Submit and track invoices online
(CURRENTLY CANNQT SUBMIT INVOICES ONLINE) Direct Deposit Authorization Form must be submitted (if you would like to sign up for electronic payments).

Invoices Submit invoices  Search invoices

Invoice information not found.

Checks Search checks

Check information not found.

Purchase orders Search purchase orders

Purchase order information not found.

Contracts Search contracts

Contract information not found.

©2023 Tyler Technologies, Inc.

Click on the Pencil next to Vendor Information and update the all required information and any
other information needed.

Fill out all appropriate fields

Attach all required Documents

and submit.
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