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Vendor Self Service Overview  
 
Welcome to Forsyth County, GA Vendor Self Service (VSS).  VSS provides you with web-
based access to your personal information and records.  Purchase Orders, invoices and check 
information are all available online.  You have the ability to update your profile to include 
address, contact information, commodities, and your preferred payment method.  We would 
like to recommend your consideration of using Automated Clearing House (ACH), sometimes 
known as Electronic Funds Transfer (EFT) as your method of payment.  By using ACH the 
County would transfer funds directly to your financial institution.   
 
If you are an existing vendor, you can register and gain access to your information through the 
VSS Website.  You must have your VSS vendor number in order to log in and access your 
profile along with the social security number or federal tax identification number associated 
with the record.  If you believe you are already registered but do not have your vendor number 
you may call the Procurement Department for assistance. Note: we will not provide the tax 
identification number / social security number we have on file. 
 
Potential vendors may complete the registration process online and be given limited access to 
VSS.  Potential vendors must complete the registration which includes selecting appropriate 
commodity codes and attach a completed and signed W-9.  We prefer documents be attached 
using VSS, but you may submit them by email or USPS.  The registration process creates a 
new record in VSS.  Upon review and validation of the information you have provided, the 
Procurement Department will set your record status to Active in VSS. 
 
Thank you for your interest in working with Forsyth County, GA. 
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Vendor Registration 
New vendors and existing Forsyth County vendors are able to register for access to VSS. 
 

 
 
 
 
You can register by clicking Registration on the Vendor Self Service home page. Vendor Self 
Service does not save any information entered in the fields on any page until the registration is 
complete. If a vendor leaves the registration process before completing all of the steps, all of 
the information entered is discarded and they must start again. 
 
  



 
 

                                      
  Page 4 
 

STEP 1 
 
 

 
 
Select “Log In/Register” 
 
 
 
 
 
 
STEP 2 
 

 

Select “Register for a new account” 
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STEP 3 
 

 
Complete the Tyler ID registration by entering a valid email address. , first and last name, and 
password, then select “Register”. 
 
 
 
 
STEP 4 
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You will receive a confirmation when your registration is complete and an email with a 
confirmation link. 
 

STEP 5 

 

After selecting the link you will be directed back to the site to continue your registration.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 

youremail@hotmail.com 
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STEP 6 
 

 
 
Enter your email address and password, then click “SIGN IN”. 

 
STEP 7 
 

 
 
 
Click “Create New Vendor”. 
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STEP 8 
 

 
 
Providing bank information will indicate that you desire ACH payment, after your registration 
you will receive a confirmation E-mail asking you to confirm your ACH registration within five 
(5) business days. It is the Vendor’s responsibility to ensure bank information and contact 
information are kept up-to-date. It is the responsibility of the vendor to be aware of any fees 
charged by, and the payment of such fees to, their financial institution for this service. In the 
event you make a change to your banking information after your initial enrollment in ACH you 
will receive an E-mail asking you to confirm the banking information change within five (5) 
business days. If the change is not confirmed within the allotted time frame your payment 
method will be changed to printed check. Any change in your banking information will result in 
a printed check for your first and perhaps second payment after your confirmation of change, 
any future payments would then be issued by ACH to the new banking information. Also, 
please note that ACH payments are only done for amounts less than $150,000.00. Any 
payment over $150,000.00 will have to be issued through wire or printed check. Wiring 
information must be given directly to the Finance Department. 
 
 
STEP 9 
 

 
 
Attach W-9 
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STEP 10 
 

 
 
 
Select Commodity Codes of items/services your company offers. 
 
 
 
 

Vendor Self Service Home Page 
 
 
The Vendor Self Service home page contains a banner, navigation menu, and a series of 
summary information groups. 
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Clicking the vendor name in the banner displays the following menu options: 

 Home – Returns you to the VSS home page. 
 My Account – Opens the My Account page containing account information. 
 Log Out – Logs you out of VSS. 

 

 
 
If you click the Resources list in the banner, VSS displays a list of resource items. These items 
are hyperlinks or documents defined and uploaded by your organization’s VSS administrator.  
 

Vendor Navigation 
Vendors use the navigation menu or the buttons in the group ribbons to navigate between 
pages in Vendor Self Service.  
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My Profile 
Clicking View Profile in the Profile Information group or the My Profile option in the navigation 
menu opens the My Profile page. The page displays vendor profile information, which is 
divided into groups. Clicking the Change link allows you to update the data in a group. 
 
 
 

 
 
The Contacts and Communication Preferences group lists the vendor’s contact persons and 
preferences for purchasing communications. 
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Attachments 

 
 
Up to three attachments can be added at one time by clicking the Browse buttons next to the 
boxes on the Attachments page, selecting the files to attach, and then clicking the Upload 
button. 
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The uploaded files are added to the vendor record in the Munis Vendors program, and they 
can be viewed on the Vendor Attachments screen of that program. The vendor cannot view or 
maintain their attachments in VSS once they have been uploaded. 
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1099 
The 1099 page displays a listing of the vendor’s 1099 data for a selected year. 

 
 
Vendors use the Year list to select the fiscal year for which to view 1099 data. The data 
includes the 1099 box code, a description of the code type, and the 1099 amount. Clicking a 
code type opens the Vendor 1099 Invoice Detail page. 
 
The 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 the vendor to the Vendor 
1099 Information page. 
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Bids   
Bid information is not displayed on this page, please visit 
https://www.forsythco.com/Departments-Offices/Procurement/Bids-Results 
Or www.forsythco.com, Procurement Department for current opportunities, awards, addenda, 
etc. 
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Checks 
The Vendor Check Search page allows you to search for account payable checks that have 
been issued to you.

 
 
Once you click Search, the program displays the results.  You can click View to view details for 
a check. 
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Clicking Modify Search or New Search returns you to the Vendor Check Search page. The 
listing of checks can be sorted by clicking a column title. 

 
 

Invoices 
The Vendor AP Invoice Search page allows you to search for invoices by date, amount, and 
number of status. 
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Once you click Search, the program displays the results. 

 
 
You can click View to see the details for an invoice. 
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Purchase Orders 
The Vendor Purchase Order Search page allows you to search for existing purchase orders 
(PO) by entering a purchase order number, contract number, or a status, date or amount. 

 
 
Click Search and the program displays a list of the POs that meet the specified search criteria. 
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You can click View to view details for the PO. 
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