.
[ .afavette

Vendor Access

Existing Vendors
Documentation Guide

October 2024



Overview of Vendor Access

Vendor Access provides vendors doing business with Lafayette Consolidated
Government (LCG) with cloud-based access to information stored in LCG’s information
system.

Using Vendor Access, you can enter and maintain your business’s contact and
remittance information, discount and payment terms, required documentation, and the
commodity codes that represent the goods and services you can provide to LCG.

A listing of your organization’s current and prior 1099 data, bids, purchase orders,
invoices, contracts, checks is also available in Vendor Access. With Vendor Access, you
can also submit invoices and liquidate purchase orders directly.

Vendor Access allows you to search for and view bid request information, and then use
that information to submit a bid offer or quote.

‘-Sﬁ. Vendor Access [w]

Welcometo
Vendor Access

Signin View all bids

Sign in as a user to begin using Vendor View bids with or without a login.
Access
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User Accounts

Vendors who access the Vendor Access application must create an Identity log-in
account. The log-in account requires an active email address and a password.

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 Identity account. Or, users can create a new account by clicking
the Sign Up link at the bottom of the screen. The Help link on this screen also provides
detailed steps for password management, including setting up multi-factor

authentication.

g

Sign in to community access services.

Sign in with Google

[
' Sign in with Apple

Sign in with Microsoft

QI

Sign in with Facebook

Email address

Password

Remember me

Forgot password? Unlock account? elp

Don't have an account? Sign up
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New Users
For first-time users, clicking the Sign Up link at the bottom of the sign-in screen presents

the Create an Account dialog box.
%&g
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|:| Remember me
Create an account

Forgot password? Unlock account?

Den't have an account? | Sign up —

Back to sign in

Enter a valid email address, create a password, enter the first and last name, and click
Sign Up to create the Tyler Identity account. The application sends a confirmation email
to the email address entered.

Welcome to your Community Access account

@ Community Access ldentity <noreply@identity.tcpga.com=
To

@ If there are problems with how this message is displayed, click here to view it in a web browser,

Hi WAYNE,

Welcome to your Community Access account!

To verify your email address, please click the following link:
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Once the user receives the email and clicks the Verify Email link, Vendor Access
presents the User Profile page. Using this page, users can complete their profile
information, connect accounts, establish payment methods, and set notification
preferences.

Existing Users

For existing users, enter the registered email address and password and click the Sign
In button to access the home page.

Password Resets

If a user forgets their assigned password, clicking the Forgot Password? link on the
Sign-in screen provides the steps to reset the password. The Help link on the Sign-In
screen also provides detailed password retrieval instructions.

Email address ‘

|

Reset your password

[ remember me Email address

Back to Sign In

Locked Accounts
If a user's account is locked, clicking the Unlock Account? link on the Sign-in screen
provides the steps to unlock the account.
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[_] Remember me

©

Unlock your account

Email address

Don't have an account? Sign up |

Send Email

Back to sign in
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The Welcome Screen

When you log in to Vendor Access for the first time, the Welcome to Vendor Access
screen provides options to establish a link to an existing vendor record, register or
create a new vendor record, or view all bids. Once a vendor profile is established, this
screen is bypassed and users are taken directly to the home page.

“{h Vendor Access = 0@

Welcome to

Vendor Access

©) o Q

Link to an existing vendor Register / create a new vendor View all bids

Tyler Technologies Portal Website | Contact | Terms of Use | Privacy Policy

The options available on this screen are as follows:

e Link to an existing vendor—This option associates the currently logged in user
with an existing vendor account that has been established with Lafayette
Consolidated Government (LCG). The vendor number and the federal identifier
(FID), such as a Social Security number or Taxpayer Identification Number, are
required to verify the account.

e Register/create a new vendor—This option creates a new vendor profile. It is
used when you do not have an existing vendor account with LCG. The user must
complete the steps to establish the vendor profile, such as providing the business
name, location, contacts, and payment information. Once the new vendor
account is submitted LCG staff will need to approve the submitted information
before the you can use Vendor Access to submit invoices, bid proposals, and so
on.

e View all bids—This option is available to all logged-in users, whether they are
registered vendors or not. The screen provides a list of all public bids with
additional details available for users to review bid information such as due dates,
events, addenda, and evaluation questions.
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Linking to an Existing Vendor

1. Click Link Account to associate the user who is currently logged in with an existing
vendor record.

Welcometo

Vendor Access

Michael, welcome to Vendor Access. 5
Lets find your vendor account ©

* Vendor Numbe \
Link to an existing vendor ﬂ l View all bids
R iy rend ber
Once complete, you'll be directed to vendor Squest yourvenaor number ids with or without a login
rofile
i @® F0 O ssN

*FID

Cancel Find vendo

2. Enter the vendor number (as provided to you by LCG) and the vendor's federal

identifier (FID) or Social Security number (SSN) to search for the existing vendor
record.
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3.

4.
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Click Find Vendor.
The application searches and retrieves the vendor information stored on the vendor
record in the integrating Tyler product.
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We found a vendor, is this you?

MName
MARIA PEREZ, LLC

123 INDUSTRIAL WAY
PORTLAND, ME 04101

Doing Business As
PEREZ PAVING

Emai

PPAVING@GMAIL.COM

Bljoo

oo
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We have your contact information.
If it looks good, click Finish.
Name

Antonia Raoul-Smith

ANTONIA.RAQULSMITH@GMAIL.COM

[

If this is the correct vendor, click Next. If not, click That's Not Me to return to the
previous screen to re-enter the vendor information and correct any errors.
The application provides the name and email address of the logged-in user.
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5. Enter at least one phone number to use for this email address and then click Finish.
The Finish button is not available until the required fields are completed.
The application saves the information and links the vendor account to the logged-in

user.
o
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You account has been linked with Vendor number 4300.

Go to Vendor Access

6. Click Go to Vendor Access to open the home page. Invoices, purchase orders, and
other such data that are associated with the existing vendor from the integrating
system are now linked and searchable through Vendor Access.

= b Vendor Access = @

Welcome!
Antonia Raoul-Smith

Purchase Orders Invoices

Checks Contracts

Work orders

Vendor Access Existing Vendors Documentation — October 2024 Page |9



