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1 Vendor Self Service Overview & Getting Started 
Vendor Self Service (VSS) provides IPS Non-Public Employees a secure web-based platform to 
provide banking information to the district for purposes of expense reimbursement for travel or 
related expenses.  

The first time you utilize VSS you will need to FIRST register.  Upon completion of the 
registration, you will be able to access VSS and make updates to your banking information.  
VSS is separate and distinct from the IPS Employee Payroll process and account information is 
not shared across platforms. 

Getting Started 
To begin registration (or to access VSS anytime thereafter), click here-
https://myipsinvendors.munisselfservice.com.   
 

Next, click on “Vendor Self Service” (left side menu) on the VSS home page. 

 

  

 

 

 

 

 

 

 

https://myipsinvendors.munisselfservice.com/
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Click on Log in / Register.  
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The IPS 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. 

 

 

 



5 | P a g e  
 

One last step: Click the confirmation link sent to your email address entered in VSS User Self 
Service.  You cannot log into 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. 

 

For Existing Vendors (Vendors already set up in IPS vendor database): Click on Link to 
Existing.  

For New vendors: click on Create New Vendor. 

 

 

You will begin to provide your New Vendor information.  Please note, your Company name is 
YOUR OWN name.  Your Doing Business as is Non-Pub (and then your school name).  
The Vendor address is YOUR address. 
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The SSN should be your Social Security Number.  You will no longer be able to put your banking 
information in the VSS system.  You can upload a voided check/bank letter that proves the 
account number is accurate.  Do not use a deposit slip, as the routing number is NOT 
accurate for ACH transactions!! You will find those instructions later in this document.  
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The Contact information will be General, and you will provide your contact details.  Please use 
your school email address.  You should also provide in the Description box the information 
shown below “NON-PUB TEACHER-REIMBURSEMENT. 

 

 

 

There will be a summary of this information and the ability to add more contacts.  This is not 
necessary.  You will continue. 

 

 

 

 



9 | P a g e  
 

You will NOT need to select any Commodity information. 

 

 

Once these sections are complete, you will have the ability to review or CHANGE anything.  
Please do so here. 

 

 

 

 

 

 



10 | P a g e  
 

Once you have completed your review, your registration is complete!! 

You can Upload documents next.  The only necessary document is the banking verification.  
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You are going to select the General attachment. 

 

 

 

 

**It does appear that there is a glitch in the upload process, you will want to click on the left 
continue button once you have selected your item for upload. 
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