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1 VENDOR SELF SERVICE OVERVIEW 
Vendor Self Service (VSS) provides vendors with web-based access to information stored in 
IPS’s Munis® database.  
 
Using VSS, vendors can enter and maintain their contact and remittance information, designated 
contact persons, and the commodity codes that represent the goods and services the vendor can 
provide.  
 
A listing starting from 7-1-2020, of your 1099 data, purchase orders, invoices, contracts and 
checks is available in VSS to vendors for inquiry purposes only. 
 
 
Vendor Self Service Users 
IPS requires vendors who exist in IPS’s Munis database as well as new vendors to register using 
the VSS portal  to gain access to their information.  
 
To successfully link your company’s VSS registration with IPS’s Munis database records, VSS 
requires your IPS Vendor ID# and your company’s Federal ID#. You will need to enter these 
numbers in the Vendor ID box and FID# box during registration. 

Rose Pawlowski
Will prior to 7-1-20 data be available to existing vendors to view?
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2 VENDOR REGISTRATION 
New Vendors who do not exist in Munis database, as well as an Existing Vendor who have 
already been entered in the Vendor program in Munis but who have not previously accessed 
VSS, must register to access Vendor Self Service. 
 
To begin registration, click on Vendor Self Service on the  VSS home page. 

 

  
 
 
Vendors of either type, click on Log in / Register.  
 
 
 

 
 
 
 

https://myipsinvendors.munisselfservice.com/Vendors/default.aspx
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The sign in to community access services for Indianapolis Public Schools response will pop up.  
For New Vendors: You will scroll to the very bottom of that page and click on Create an Account. 
For Existing Vendors: You will log in with your VSS email address. 
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For New Vendors: You must enter a valid email address, along with name and phone number 
and create a password. After you click on  Sign up, you will receive the following message 
“Registration Complete Congratulations! You’re registered.” 
 
NOTE: Email address entered on this screen will receive EFT advice and PO notifications.  If you 

wish to have EFT/PO notifications sent to a different email, you will make that change under 
Vendor information. Your login email will not change. 
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One last step: Click the confirmation link sent to your email address entered in VSS User Self 
Service. You cannot log in to VSS until you have received an email confirmation message and 
completed the confirmation process.   
 
 
 

 
 

 
If you have any questions, please email Purchasing@myips.org. 

 
 
 
 
 

 

mailto:Purchasing@myips.org
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Once the email confirmation process is completed, return to VSS log in screen by clicking on link 
to VSS, there you can log into VSS to complete the registration process.  
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For Existing Vendors (Vendors already setup in IPS vendor database): Click on Link to 
Existing.  See page 11 
 
For New Vendors: Click on Create New Vendor. 
 

 
 
 
 
 
For New Vendors: 
 
Click Continue, VSS provides the User Contact Information page 
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After you entered contact information, click Continue, the next New Vendor Registration page 
gathers the specific vendor details.  Banking information is no longer added.  You will be required 
to upload either a voided check or a bank letter providing your banking information in the 
Attachments section. 
 
NOTE: Contact email address is only for information purposes. 
 
 
 
 
For New Vendors: 
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The New Vendor Registration page contains a Minority Business Entity (XBE) section that must 
be completed by minority business enterprise vendors. A minority business enterprise is typically 
defined as a business that is at least 51% owned and operated by an ethnic or gender minority.  
 
 
 
For New Vendors: 
 
 
These businesses are typically certified by a city, state, or federal agency. 
 

 
 
When you click Continue and the registration is successful, VSS provides the Welcome to 
Vendor Self Service page. See Page 15 
 
 
 
For Existing Vendors:  
 
On Link to Existing Vendor page, enter your IPS vendor ID# and the FID# or SSN number 
associated with your IPS vendor record. Click on Link to Existing button. 
 
The value entered in the FID/SSN box must match the value in your IPS Munis vendor record 
exactly.  
 
This should also be used if you would like to add an employee to view your VSS profile.  Please 
keep in mind that this access is unrestricted.  They can view all information.  
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When you click Link to Existing button , VSS provides the User Contact Information page. Enter 
your information for each of the required fields. The description, text, and fax are optional fields. 
Click Continue. 
 
NOTE: Contact email address is only for information purposes. 
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For Existing Vendors & New Vendor:  
 
 
 
VSS provides the Welcome to Vendor Self Service page. You now have access to your Vendor 
Profile, Vendor Information,1099, Checks, Invoices, Purchase Orders, and Contracts options on 
the menu. 
 
NOTE: New vendors only have access to the Home, Vendor Self Service, and Vendor 
Information options on the menu. 
 
 

 
 
 
 
To view a summary of Vendor information, click on Vendor Information on menu or click on the 
Pencil icon to view Vendor Information. 
 

Rose Pawlowski
Do existing vendors go through Workflow after registering before they gain access to view their accounts?
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3 VENDOR INFORMATION PAGE 
A summary of your company’s information shows general information, vendor address, bank 
information, contacts, and commodity information. IPS requires all vendor information fields are 
maintained and up to date. This is where you can update your EFT/PO email. 
 

 
 
You can use the Change button for each category to add or update the information.  
 
In the Commodities group, clicking Add allows you to identify the commodity groups for which 
your company provide items or services.  
 
On the menu, clicking Attachments allows you to upload documents.   
**A signed copy of your company’s W9 is required to be attached at time of registration to avoid 
delay in approving vendor registration.  
**If you have entered banking information, A copy of a voided check or your bank letter must be 
attached to avoid delay in approving vendor registration. 
 **A copy of your company’s Certificate of Insurance (COI) must be attached, IF required. 
See page 19 for instructions on attaching documents. 

Rose Pawlowski
Will the IPS version show the bank information? ( I added this. If not, remove.)
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4 VENDOR SELF SERVICE HOME PAGE 
The Vendor Self Service home page provides your vendor profile information and access to your 
company’s 1099, checks, invoices, purchase orders, and contracts. 

 
 
Clicking the login option in the header displays the following menu options: 

• My Account – Opens the My Account page containing your vendor account information. 
• Log Out – Logs the user out of Vendor Self Service. 
• Resources- An old version of this document is also downloadable. 
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5 VENDOR NAVIGATION 
On the Vendor pages, the headers for the individual information groups that display include 
options for searching and viewing related information. 
 

 
 
Clicking View Profile in the Profile Information group or the My Profile option in the navigation 
menu displays the My Profile page. The My Profile page groups profile information by category. 
By clicking Change, you can update the information in that group. 

 

Rose Pawlowski
Will we have alink for Work Orders?



17 
 

The General Information group contains your vendor address and contact information, type and 
foreign entity status, minority business enterprise status and certifications. 

 
 
 
The Address Information group displays your vendor remittance address and contact information, 
while the Address Contacts group lists your contact people and information. 
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The Current Vendor Commodities group contains a list of commodity codes associated with your 
vendor account. You can remove commodities from the list by clicking the Remove link. The Add 
option allows you to add commodities to the list.  
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5.1.1 Attachments 
 
You can add attachments to your company’s profile by clicking Attachments on the menu. The 
Attachments option is only available when viewing My Profile page.  

 
 
Attachments are added by clicking the Attach button on the Attachments page, which allows you 
to navigate to a file or document to upload. The Attachments column indicates the number of 
documents attached for the attachment types. You can attach an unlimited number of files.  
 
 
**It does appear that there is a current glitch with the upload process, you will want to click on the 
left continue button once you have selected your item for upload. 

 
 
 
To remove an attachment, click on the number in the Attachment’s indicator box. On the 
Attachments list, clicking the Delete button removes the attachment.  

Rose Pawlowski
This wasn’t clear to me so I added ‘box’ after ‘Attachment’s indicator’. 
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The uploaded files are also added to the vendor record in the IPS Vendor’s program. 
 
You cannot maintain your attachments in VSS once they have been uploaded. 
 
 
 
 

5.1.2 Commodities 
 
Clicking Commodities on the navigation menu displays the Vendor Commodities page. 

 
 

Rose Pawlowski
What does ‘maintain your attachments in VSS’ mean?
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Use the Search box to search for commodities by code or keyword. Alternatively, clicking List All 
Commodities/Services displays all commodity codes in the IPS Munis database. VSS displays 
the number of codes found during a search and updates the commodity table. 
 
You can view commodities by group using the numbered group selections, or you can identify 
specific commodities by selecting individual check boxes. If you select an individual check box 
within a numbered group selection, VSS saves the value of each check box when you navigate 
between the groups of commodity codes.  
 

 
 
After identifying the applicable commodity codes, clicking Add causes VSS to add the selected 
commodity codes to your vendor profile and updates the Currently Added list. Clicking Remove 
removes the commodity from the group. When you complete the commodity code update, click 
Finished to save the changes and return to the My Profile page, where the Current Vendor 
Commodities group provides the full list of your company’s associated commodity codes.  
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5.1.3 1099 
 
The 1099 page displays a listing of your company’s 1099 data for a selected year. The data 
includes the 1099 box code, a description of the code type, and the 1099 amount. 
 

 
 
Clicking a Code type provides 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 you to the Vendor 1099 Information page. 
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5.1.4 Bids 
 
VSS is not meant to manage our potential vendors.  Our current bids are managed by Indigo 
Bonfire.  This is where all bids and formal solicitations are released. 
 
 
 
  
 
 
 
 
  

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Findigo.bonfirehub.com%2F&data=05%7C02%7Cdickersonm%40myips.org%7Ce20f58a52c3f4730416108dc330ee4fc%7Ce7186d0f625b4ace87b34a3160a13868%7C0%7C0%7C638441386256129912%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=fqopDU9Y4LsoQdvb6IuB7boQ5uSfjIcmKLuJEkzd9Mk%3D&reserved=0
https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Findigo.bonfirehub.com%2F&data=05%7C02%7Cdickersonm%40myips.org%7Ce20f58a52c3f4730416108dc330ee4fc%7Ce7186d0f625b4ace87b34a3160a13868%7C0%7C0%7C638441386256129912%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=fqopDU9Y4LsoQdvb6IuB7boQ5uSfjIcmKLuJEkzd9Mk%3D&reserved=0
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5.1.4 Checks 
 
The Checks group provides a list of checks recently issued to your company by IPS.   

 
Using the Search Checks option, you can find additional check details using the invoice number, 
date or amount ranges, and status search criteria.  

 
 
Search Results for checks provides the check date, amount, check number, and status. Use the 
View option of an individual check to view additional details.  
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5.1.5 Invoices 
 
The Invoices group provides vendor details for recent and submitted invoices.  

 
The Search Invoices page allows searches by invoice number, date or amount ranges, and 
status.  

 
 
The Search Results page provides the invoice date, amount, invoice number, and status.  
When you click Details, VSS provides the Invoice Detail page, which includes additional 
information sorted by Vendor, Invoice, and Invoice Totals groups.  

Rose Pawlowski
Should Vendor be removed before Invoice, and Invoice Totals groups?
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The Submit Invoices option allows you to submit invoices to IPS directly from VSS. Our vendors 
are required to indicate a valid purchase order or contract number when submitting an invoice. 
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5.1.6 Purchase Orders 
 
Purchase Orders provides a list of recent purchase orders issued to your company from IPS. 
 
The initial Search Purchase Orders page allows you to search by purchase order number, date, 
or a purchase order total range. 
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Search results include the purchase order number, contract number (if applicable), status, date 
orders, and total. The View option provides additional details for a specific purchase order. 
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5.1.7 Contracts 
 
Contracts provides contracts your company currently hold with IPS. The initial Contracts Search 
page allows you to search by a range of contract numbers or years.  

 
 
 
 
 
 
Search results include the contract start date, number, and amount. The Details option displays 
the Contract Detail page for the selected contract. 
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Appendix A—Managing Minority Business 
Enterprise Certificates 
 
 
To maintain XBE certifications, you can use the Change option on the My Profile page.  
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The Minority Business Entity (XBE) section contains the check boxes that indicate whether you 
are a Minority Business Enterprise, and if so, which classifications your company possesses.  
 

 
The Manage option for each classification allows you to maintain the classification using the 
Manage MBE Classification Certificates page. 
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Clicking Add New Certificate refreshes the page to include the Certificate Details section. For 
new certificates, you must complete the Agency, Issue Date, and Expiration Date fields. 
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When you have finished entering data in the boxes, clicking Done saves the entry and displays 
the Make Changes page. 
 

 
 
The Make Changes page includes message indicating that the new certificate is ready to be 
added to your vendor profile, but that the information will not be saved until your entire vendor 
profile is saved.  
 
After entering, editing, or removing certificates for a classification, you can click Changes 
Complete to save the certificate entries or Cancel All to discard all the certificate information. 
Clicking Changes Complete returns you to the Make Changes page, where the Minority 
Business Entity section displays the updated certification count. 
 



34 
 

On the My Profile–Make Changes page, you must click Update to permanently update your 
profile with the certificate information. 
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