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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.  
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Home Page 

Once a vendor profile is established, the Vendor Access home page serves as the 

primary landing page when users log in to Vendor Access. It provides the vendor’s 

profile information and access to other options, such as Bids, Commodities, Purchase 

Orders, Invoices, Checks, 1099 Forms, Contracts, and Work Orders. 

 
 



Vendor Access General Information Documentation – October 2024 P a g e  | 6  

This screen also provides any announcements, if applicable. 

 
 

The bottom of the home page provides overview information about the records that are 

associated with the vendor. These are informational only. To access the records, use the 

navigation menu. 
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Using the Navigation Menu 
The navigation menu serves as the primary means of navigating through the Vendor 

Access application.  

 
 

Clicking the Menu button at the top of the page hides or displays the navigation menu. 
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Vendor Profile 
The Vendor Profile provides essential information about the vendor, including 

associated locations, contacts, payment terms, and attachments. 

 

Maintaining Profile Information 
In addition to selecting Vendor Profile in the navigation menu, the Update Profile option 

on the home page provides access to the Vendor Profile page.  

 
 

Locations 
The Locations tab provides information for a selected location associated with the 

vendor, including the remit address, contact names and phone numbers, and accepted 

delivery and payment methods. 
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The Add and Edit options in each group allow vendors to maintain the information. 
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To view or maintain a different location, click the Location list and select the location. 

The screen refreshes to show the information for the selected location. 

 
 

To add a new location, click Add, complete the fields to define the location, and click 

Save. 
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Click Update My Bank Account to add or change bank account information. 

 

 

The View option allows you to show or hide bank account information for privacy and 

security. 
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Contacts 
The Contacts group provides a list of contacts associated with the selected location. If 

no contacts exist, use the Add option to enter a new contact. 

 

 

Clicking the More button displays a list of available actions for each contact record. 

 
 

The Edit Contact and View Details options provide information about the selected 

contact. The Edit Contact window provides access to the fields to update the 

information whereas the View Contact window is informational only. 
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The Opt-In Text Messaging option allows users to receive text messages. 
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Attachments 
The Attachments tab displays a list of attachment types your organization has 

established for vendors in your Tyler ERP solution. Attachments may be required or 

optional.  

 
 

Clicking the Upload button provides the Add Document dialog box for selecting the file 

to attach from the workstation. 
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The selected attachment is added to the vendor profile. 

 

 

To delete an attachment, click the arrow in the Actions column to expand the group, and 

then click Delete. 
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Commodities 
Clicking Commodities on the navigation menu displays the Commodities page with 

panels showing all of the available commodity codes in the system on the left and the 

commodity codes that are associated with the selected vendor on the right. The 

vendor's associated commodities determine which categories of goods and services the 

vendor can provide when bid opportunities arise in your organization's Tyler ERP 

solution. 

 
 

The Filter options are available in each group to enter criteria to narrow the number of 

results. 
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Adding a Commodity Code 
Commodity codes that exist in the integrating system can be added to individual 

vendors. To add a commodity code to the selected vendor, search for the needed code 

and select it from the Commodities group. 

 
 

The screen refreshes to add the selected commodity code to the Your Commodities 

group, updating the number of results accordingly. 

 

Deleting a Commodity Code 
Deleting a commodity code removes it from the selected vendor record only. It does not 

remove the code from the system. 

1. From the Your Commodities group, locate the commodity code to remove and select 
the Delete option.  
The application provides a confirmation message. 

2. Click Confirm Delete to continue.  
The screen refreshes to remove the code from the Your Commodities group. 
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Purchase Orders 
Purchase Orders provides a list of purchase orders issued to the vendor from your 

organization. 

 
 

The Last 7 Days and Last 30 Days filters allow vendors to quickly view the purchase 

orders that have been issued in the past week and past month. Filters can also be 

applied by purchase order number, description, open amount, total amount, or status.  
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Clicking the arrow for a purchase order provides additional details. 

 
 

Clicking Submit Invoice provides a screen with fields to enter the invoice number to 

submit in reference to the selected purchase order, as well as line-item liquidation 

options. The Liquidate All option completely liquidates the purchase order. 

 
 

Click Submit to finish submitting the invoice to the organization. Click Back to return to 

the previous screen of purchase order details. Click Cancel to return to the home page. 
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Invoices 
Clicking Invoices provides the vendor's submitted invoices.  
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Submitting an Invoice 
Click Submit Invoice to request a purchase order payment, request a contract payment, 

or manually create a request for invoice. 

 
 

To request a PO or contract payment, purchase orders and contracts must exist in the 

system. 
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Click Manually Create a Request for Invoice to enter the details of the invoice request 

and then click Submit to send it for processing. The Upload Invoice option allows you to 

attach an invoice to the request. The attachment is for informational purposes only; the 

system relies on the data entered into the fields.  
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Field Description 

Total Amount 

 The Total Amount is automatically calculated based on the 
values entered in the Amount and Tax Rate fields, by 
multiplying the amount by the tax rate percentage and adding 
this value to the amount. For example, (100 × 0.10) + 100 = 
110 

Manually Request Invoice 

Invoice Number Specifies the invoice number. 

Invoice Date Identifies the date associated with the invoice. 

Amount Specifies the dollar amount of the invoice. 

Tax Rate Indicates the tax rate to apply to the invoice amount. The tax 
rate percentage is added to the amount to  

Description Indicates the goods or services for which the invoice is 
submitted. 

 

After clicking Submit, the invoice is sent to the LCG for review by the members of 

Accounts Payable who process invoices. The invoice does not appear in the vendor's 

list of submitted invoices in Vendor Access until it is formally accepted and processed. 
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Checks 
Clicking Checks displays a list of the checks that have been issued to the vendor, 

including EFTs, manual checks, printed checks, voided checks, and stale checks. 

 
 

The checks can be filtered by the last 7 days or the last 30 days. Clicking the Filter 

option provides additional fields to apply specific filter criteria to the results, such as a 

check number, date, or amount. 
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Clicking the arrow for an individual check provides additional information, such as the 

invoice associated with the check. Select the invoice to view the full invoice details. 
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Form 1099 
Form 1099 provides the vendor's 1099 data by year. 

 
 

Clicking the 1099 option provides the vendor’s 1099 form for that year. 
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Contracts 
The vendor's associated contracts are provided in the Contracts section. 

 
 

Click the arrow for a contract to view the contract details, including a summary, general 

information, the contract balance, available amount, and any associated items. 
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Bids 

Submitting a Bid 
Use the Submit a Bid option to view current bids. If you have existing bids, the My Bids 

tab is available in addition to the All Bids tab. Use the search box to enter a bid 

description or bid number to complete a search. 

 

 

The All Bids tab provides a list of all the public bids in the system. The My Bids tab 

provides a list of the bids associated with the vendor who is currently logged in. 
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The More button  provides a list of available actions to take for the selected bid.  

 
 

Actions vary depending on the status of the bid and any associated dates, but may 

include the following: 

• View—Provides the bid details. 

• Rescind—Cancels or retracts the bid proposal. 

• Edit—Provides fields to update the bid proposal. 

• Submit—Submits the bid proposal to the organization for consideration. 
 

 

 
  



Vendor Access General Information Documentation – October 2024 P a g e  | 30  

Bids are accessible from multiple places within Vendor Access. From a registered 

vendor's home page, clicking Bids in the navigation menu provides a screen with the All 

Bids and My Bids tabs, separating the vendor's bid proposals from all other bids. 

 

For unregistered vendors, clicking View All Bids from the Welcome page provides a list 

of public bids. This option is available to all vendors, including those who are not 

registered. However, vendors must have a valid Identity account to log in to Vendor 

Access to view bids on this screen. 

 
 

Filtering and Sorting Bids 
Enter a bid number or description to apply a filter to the list of bids based on the criteria. 

 
 

The screen provides the number of results, as well as the sort criteria and sort direction 

(ascending or descending) for maintaining the sort order. Choose a sort option from the 
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list to set the list of bids in that order; click the arrow to set the direction of the results.  

 

 

Individual bids are provided in the list of search results. Each listing indicates the name 

of the bid, its current status, the due date, the type of bid, and the bid number. 

 

 

The More button  provides available actions, which vary depending on the bid. In this 

example, clicking the More option provides the View action. Select this option or click 

the arrow to view details about the bid. 

 
 



Vendor Access General Information Documentation – October 2024 P a g e  | 32  

Viewing Bid Details 
The Bid Detail screen provides cards with key information in the page header and tabs 

with additional details. 

 

Status, Count Down, and Bid Total Cards 
The Status, Count Down, and Bid Total cards provide essential bid information at a 

glance.  

 

 

• Status—Indicates the opening and closing dates of the bid and whether the 
logged-in vendor has submitted a response. 

• Count Down—Provides the date and time by which the bid response is due and a 
countdown for the number of days remaining until then. 

• Bid Total—Calculates the total dollar amount of the vendor's bid response. The 
application calculates this amount automatically based on the vendor's proposal. 
In this example, the vendor's bid response currently totals $500,000. 
Note: For vendors who are not signed in or registered, the bid total is hidden. 
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Information Tab 
The Information tab provides general information about the bid, including the bid type, 

bid number, current status/event, event due date, bid opening date, approximate 

awarding date, and description. The View Bid option allows vendors to view the bid. 

 

Items Tab 
The Items tab provides groups of bid item details. Clicking the arrow expands the group 

to display the item description, unit of measure (UOM), quantity, unit price, and total. 

The Group Total amount sums the total of all items in the group. 

 

Attachments Tab 
The Attachments tab provides access to the attachments associated with the bid. 
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Events Tab 
The Events tab lists key events, including dates, times, and locations, such as the bid 

opening date. 

 

Addenda Tab 
The Addenda tab provides bid addenda issued by the organization that revises the 

original bid invitation. 

 

Evaluations Tab 
The Evaluations tab provides a list of evaluation questions to answer. When vendors 

complete the bid details to submit a bid response, these questions are provided with 

fields for the vendors to enter their answers. The questions on the Evaluations tab are 

informational only; there is no direct access to answer the questions on this tab. The 

answers must be submitted on the vendor's bid proposal. 

 

Awarded Tab 
The Awarded tab is hidden until the bid has been awarded. 
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Editing a Bid Proposal 
If a bid proposal has not been submitted, clicking the Edit Proposal option from a bid 

response opens the Modify Proposal screen where vendors can update the bid proposal 

details. 

 

Applying Filters 
Use the Needs Input and Already Bid filters to view only the items that still require input 

or only the items that are completed. Click each filter again to clear it. 

 

Updating Bid Items and Proposing Substitutes 
Click the arrow to show or hide details for individual groups of commodities or items 

included in the response. Update the Unit Price field directly or click Propose Substitute 
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to enter the details for a substitute item. The Propose Substitute option is only available 

for items that have already been defined for the bid. 

 
 

Complete the fields and click Save. 
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The screen refreshes to apply the updated information to the bid proposal. 

 
 

The Delete Substitute and Edit Substitute options are available to maintain the 

proposed substitute details. 

 

Once all the bid details have been defined, click Next to move to the next step. Or, click 

Save and Quit to save the entered information and return to it another time. 
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Bond Validation 
If Bond Validation is enabled, the Bond Validation step is available. This feature is 

intended for use with electronic bond software, such as Surety2000. The Learn More 

link provides information about bond numbers. Enter the bond number and click 

Validate Now to complete this step, or click Do This Later to complete it at another time. 

 

Attachments 
The Attachments step provides the option to attach documentation to the bid proposal. 

Evaluation 
The Evaluation step provides questions for vendors to answer related to the bid 

proposal. Select each question from the list on the left to move through them, 

completing the fields and clicking Submit Answer for each evaluation question. 
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Click Next to proceed to the final step, which provides an opportunity to review and edit 

the information before submitting the bid proposal. 

 
 

Click the Edit button  to move directly to that section to revise the information. Click 

Previous to move to the previous section. When you are ready to submit the bid 

proposal, click Submit. 
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Rescinding a Bid Proposal 
For submitted bids, the Rescind Proposal option is available on the Bid Details page, or 

from the More menu in the list of bids on the search page. Clicking this option 

immediately rescinds the bid submission and allows modification once again. 

 

 


