Tyler Topic: Vendors

If you need a new vendor set-up in Tyler or have an update to an existing vendor, please email
accountspayable@fairfield.ca.gov and include the company’s W9 (and EDD if applicable).

How to Search for a vendor in Tyler Munis:

From the Tyler Menu: Financials>Accounts Payable>Vendor Processing>Vendor Central

Tyler Menu

»  Enterprise ERP
~ Financials
v General Ledger Menu
v Budget Processing
v Purchasing

~ Accounts Payable
v Setup
v Invoice Processing

v Cash Disbursements

~ VendorProcessing/
Vendors ¥
Vendor Central

Important! Check the Settings by clicking on the wheel in the top right corner of the Vendor Central
screen:
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The Search time frames have been defaulting to 180 days. Change the to “All” to be able see the entire
history of a vendor, and select the Available Details you wish to see, and hit OK:
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Type in the vendor name or a portion of the name and hit Enter (note that some vendors go by DBA’s
and this could vary). For example, typing in Spring Cleaning for the The Spring Cleaning company yields
the below results:
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Number / Mame Status Type

ORFIN PATRICIA ACTIVE

Click on the Vendor number to bring up the vendor details and use the tabs on the left side to view
vendor information, invoices, checks, purchase orders, contracts, addresses, etc. for the selected
vendor.
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The links on these tabs will take you to various other menu screens in Tyler (for example, going to the
Invoices tab and clicking on the individual invoices will take you to Invoice Central to view the individual
invoice details).
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