
  

Vendor Access 
 

User Guide 
 
City of Victoria, TX 
 
 
 
 
 



 

Vendor Access User Guide      2 
 
  

Overview 
Vendor Access provides vendors and employees with a portal to view vendor and 
payment information. Vendors can enter and maintain their contact and remittance 
information, discount and payment terms, and required documentation that represent 
the goods and services the vendor can provide.  
 
Vendors can register to become a vendor for City of Victoria on this portal, also once 
they are a vendor they can login and see their information.   
 
The Vendor Access portal can be accessed at 
https://cityofvictoriatx.tylerportico.com/va/vendor-access/registration 
 
Start with Sign In and it will get you started. 
  

 

  

https://cityofvictoriatx.tylerportico.com/va/vendor-access/registration
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Vendors who access your organization’s Vendor Access application must create a Tyler 
Identity log-in account. The log-in account requires an active email address and a 
password. 
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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.  

 
 
Enter a valid email address, create a password, Sign Up and the application sends a 
confirmation email to the email address entered.  
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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 from your 
organization's ERP solution, register or create a new vendor record.  

 
 
Additionally, this screen includes the App Launcher, Resources, and User 
Information/Sign In buttons in the banner. These options are found on all Vendor 
Access screens.  

Linking to an Existing Vendor 
If the logged-in vendor has an existing record in the database, Vendor Access provides 
the Link Account option to establish the connection. 
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Click Link Account to associate the user who is currently logged in with an existing 
vendor record.  

 
Enter the vendor number (as established in the ERP) and the vendor's federal 
identifier (FID) or Social Security number (SSN) to search for the existing vendor 
record. *The Request Your Vendor Number link provides the contact details for the 
person at your organization who handles these requests.  
Click Find Vendor. 
The application searches and retrieves the vendor information stored on the vendor 
record in the integrating Tyler product. Click Next if it finds the correct vendor.  
 
You may need to enter at least one phone number to use for this email address and 
then click Finish.  
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Click Go to Vendor Access to open the home page. Invoices, purchase orders, and 
other such data that are associated with the existing vendor. 
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Registering/Creating a New Vendor 
 
To register a new vendor: 
1. On the Welcome screen after you log in to Vendor Access, click Register to create a 

profile for a new vendor. 

 
 
The program provides step 1 of the Vendor Registration screen with fields to define 
the name of the business and the vendor's federal identification number (FID) or 
Social Security number (SSN). All fields marked with a red asterisk (*) are required. 

 
 

Note: Clicking Cancel at any point during the registration process exits the 
registration screens and removes all of the entered information. 
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2. Complete the fields and click Next to continue to step 2 of the registration process to 
define the location details, referring to the following table for information. 

 
After completing the fields, click Next to ADD ANY classifications and payment 
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terms.  

 
 

• If the payment terms are known, complete the fields, referring to the following 
table for specific field details.  If the payment terms are not known at this time, 
click Next to skip this step and proceed to step 4. 
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3. Click Next to proceed to step 4 to define the contacts. 

 
 

 
5. Click Next to proceed to step 5 to provide any relevant documents, if applicable. 
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6. Click Next to proceed to the final step to review the entered information. 
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7. Review the information and click Submit to complete the registration. The program 
provides a confirmation message. Click I'm Done to continue to the Vendor Access 
home page. 

 
  



 

Vendor Access User Guide      14 
 
  

Home Page 
Once the 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 Purchase Orders, Invoices, 
Checks, 1099 Forms, Contracts, and Banking details. 
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Using the Navigation Menu 
The navigation menu serves as the primary means of navigating through the Vendor 
Access application. Available options vary depending on your organization’s settings. 
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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. 
 
The invoice does not appear in the vendor's list of submitted invoices in Vendor Access 
until it is formally accepted and processed according to Victoria’s procedures. 
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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.  
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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. 

 
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. You can Edit any contact 
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information in the system.   

 
 
 
Attachments 
The Attachments tab displays a list of attachment types your organization has 
established for vendors. 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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Purchase Orders 
Purchase Orders provides a list of purchase orders issued to the vendor from your 
organization. 

 
 
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. 
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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. 

Invoices 
Clicking Invoices provides the vendor's submitted invoices.  
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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. 

 

 


	Overview
	New Users

	The Welcome Screen
	Linking to an Existing Vendor
	Registering/Creating a New Vendor
	Home Page
	Using the Navigation Menu
	Submitting an Invoice

	Vendor Profile
	Maintaining Profile Information
	Contacts
	Attachments


	Purchase Orders
	Invoices
	Checks
	Form 1099
	Contracts

