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Purpose:

Provide vendors with instructions on how to perform updates to their accounts in Vendor Access (VA), the City of
Buckeye’s portal for vendor management. Updates highlighted in this guide include updating a vendor W-9 form, adding
a remit to address for payment, adding or updating an authorized account contact, and enrolling in an EFT payment
option (for vendors who currently receive a physical check). Note: These instructions pertain to vendor accounts that
have already been established in VA. To establish a vendor account in VA, complete the steps contained in the Vendor
Access — New Registration and Vendor Access — Create a New Account guides.

Slgn In Vendor Access
Sign in to the vendor’s VA account and call up the Vendor Welcome to
profile screen. \/endor Access
1. Signin to the VA portal using URL:
https://cityofbuckeyeaz.tylerportico.com/va/vendor- O
access/registration.

m 2. Select “Sign in” using one of the two Sign in
B LJ C K EYE OptionS. Sign in as a user to begin using Vendor

Access

,
e R for By
eye.

Sign in to communi

Email address

[ o« NEEEl the Email address field, enter the email address associated with the account and select

or “Next”.
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4. Inthe Password field, enter the password associated with the account and

select “Verify”. If the password is not known, select the “Forgot password?” /%
link to have a verification code sent to the email address associated with the BUCKEYE
account. Lo

Q
')

Verify with your password

Password

Verify
Forgot password?
Verify with something else
Back to signin
5. Select either “Update profile” or the “Vendor profile | & |icon”.

= Vendor Access

A Home

= | Vendor profile We|00me!

© Invoices [Insert Vendor’s Name]

B Checks [Insert Business Owner Name]

Form 1099
Note: The Vendor Access side menu can be collapsed or expanded by selecting the “three-line menu| = |icon.”

Update W-9 Forms

Vendor W-9 forms are uploaded during initial vendor account creation in VA. If a vendor needs to change any
information on their W-9 form, they should update any applicable fields on their profile (e.g. company name, doing
business as, or address fields) to match those values on their updated W-9 as well as uploading a new W-9 to their
profile. The following steps will detail how to complete this process.

1. Signin to your vendor profile following the “Sign in” instructions above.

2. Onthe Vendor profile screen, Locations tab:

a. Inthe Location section, select the “pencil /‘ icon” to update the needed fields.

Note: Ensure you are on the main Location screen before making any updates. The main location screen will have
“Main Address” listed under the Address Type field.
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= Vendor Access
f  Home Vendor profile
~ )
- Vendor proflle Locations Attachments
© Invoices
. 3

B Checks Location +| 7/
E Form 1099 Name Remit Address

Address Type

Main Address

3. In the Edit Location window:

Edit Location X
a. Update the Location Name, Doing business as, and address fields

*Location Name

with the needed updates as applicable.

Location Name is required

b. Make any adjustments to the Accounts payable or Purchasing
delivery methods if applicable. Options include Mail or Email.

Doing Business As

Email address

i. Accounts payable delivery method: Pertains to Accounts
payable check or EFT remittances advice statements that < Address
will be sent to the vendor.

Address is required

Address line 2

ii. Purchasing delivery method: Pertains to Purchase Orders
(POs) that will be sent to the vendor.

*State - Zip Code
ARIZONA

Note: The Save button will not highlight to allow the vendor to advance until at

Which delivery methods does this location accept?

least one option is selected for both Accounts payable and Purchasing. Accounts payable*

Email Mail

Purchasing*
Email Mail
c. Select “Save”.

Cancel Save

4. On the Vendor profile screen, Attachments tab:

a. Inthe Vendor documents section, W-9 line, select the “down arrow | «, [icon”.
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Vendor profile

Locations Attachments

Vendor documents

Type Required Description Quantity Actions
Certificate of Insurance O AP Vendor Insurance 0 1+ v
W-9 Vendor W-9 - Required 1 + v

b. Select the “trash can i icon” to delete the current W-9.
File name Actions
Original W-9.pdf [}
c. Inthe Vendor documents section, W-9 line, select the “Upload | 4@ |icon” to upload the new vendor
W-9 form. —
Vendor documents
Type Required Description Quantity Actions
Certificate of Insurance O AP Vendor Insurance 0 + v
W-9 Vendor W-9 - Required 0 1+ v

d. Upload a new document by either dragging and dropping the file onto the pop-out window or by
selecting “Select files” and then locating the file to be uploaded. Then select “Done”.

Add document X

Drag files here or

Select files

Cancel Done

e. When complete the updated form will appear on the W-9 line.
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Vendor documents

Type Required

Certificate of Insurance D

W-9
File name

Updated W-9.pdf

Description Quantity Actions
AP Vendor Insurance 0 1+ v
Vendor W-9 - Required 1 4+ ~
Actions
u

5. The request will then be routed to City of Buckeye personnel for approval. Personnel will review the W-9 and
will update the federal identification (FID) or social security number (SSN) on file to that detailed on the updated

W-9 form.

Note: If the only update on the W-9 is a change to the vendor’s FID or SSN, vendors should remove the old W-9 and
upload the new W-9 following the steps above. They should then send an email to hreyes@buckeyeaz.gov with email

subject line “Change in W-9” along with a copy of the new W-9 form.

Add a Remit to Address

If a vendor wants to have payments mailed to an address other than the main address on file, they need to add a remit

to address to their vendor profile in VA.

1. Signin to your vendor profile following the “Sign in” instructions detailed previously.

2. Inthe Location section, select the “plus

+

icon” to add the remit to address.

= Vendor Access
ft  Home Vendor profile
- Vendor profile Locations Attachments
9 Invoices

. "J
B  Checks Location + | /7
a Form '] 099 Name Remit Address

3. Inthe Add Location window:
a. Inthe Location Name field, enter the name of the vendor.
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b. Leave the Doing Business As field blank. Add Location X
Note #1: If a vendor needs to update their Doing Business As name, they should *Location Name
navigate to the main Location screen and select the “pencil ,‘ icon” to edit Location Name is required
the listed value to the updated value. Doing Business As
Note #2: Vendors should ensure that the Location Name and Doing Business As Email address

entered match their remit to address.

* Address

c. Enter the remit to address information in the Address, Address Address is required
line 2, City, State, and Zip Code fields respectively. Arkdress line 2
d. Make any adjustments to the Accounts payable or Purchasing city

delivery methods if applicable. Options include Mail or Email.
* State - Zip Code

N/A
e. Select “Save”.

Which delivery methods does this location accept?
Accounts payable*

[] Email [] Mail

Purchasing*
[] email [] Mail
4. The request will then be routed to City of Buckeye personnel for

approval before the change is approved on the vendor’s profile.

Select one or more accounts payable and purchasing options.

‘ Cancel Save

Add/Update an Authorized Account Contact

Vendors may have the need to add authorized individuals to their vendor accounts. These individuals can be added as
Contacts to serve as additional points of contact for general business inquires, Accounts Payable topics or Purchasing
topics. Assigning a user as a Contact also informs City of Buckeye personnel whom to reach out to if there is a concern
regarding any of these topics.

Note #1: Any individuals added as a Contact will have the ability to update and view vendor record information, to
include payment and banking information. Vendors should ensure that only individuals who need to have access to
this information are added as Contacts to their vendor accounts.

Note #2: If a vendor wants to add a user as a point of contact to their vendor record but does NOT want to provide
that user with access to their vendor record, they should add the user’s email address following the “Add Location”
instructions detailed above. This will inform the City of Buckeye that this user can be contacted related to General,
Accounts Payable or Purchasing matters, but the user will not have access to the vendor record in VA.

If an existing vendor account Contact needs to be changed it is recommended that the vendor edit and update the
existing Contact. At this time, vendors do not have the ability to delete Contacts from their vendor records. These
instructions will provide guidance on how to add a user as a Contact to a vendor account in VA as well as how to edit an
existing account Contact.

1. Signin to your vendor profile following the “Sign in” instructions detailed previously.

2. Complete the “Add a Contact” or “Update a Contact” instructions detailed below.
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Add a Contact
Note: Adding a Contact from inside the vendor record has the same result as having a new user link to an existing
vendor account. See the Vendor Access - Link to an Existing Account guide for more information.

1. On the Vendor profile screen, Contacts section, select the “plus |4 |icon”.

Contacts +
Name Type Email Actions
General . o
Contacts /

2. Inthe Add Contact window:
a. Inthe Full Name field, enter the name of the authorized contact.
b. Inthe Type field, select one of the following options from the drop down menu:
i. General Contacts: Select for users who are authorized to discuss any business topics.

ii. Accounts Payable Contacts: Select for users who are authorized to discuss business inquires
related to vendor invoices or payments.

iii. Purchasing Contacts: Select for users who are authorized to discuss business inquiries related to
requisitions, contracts or purchase orders.

) . Add Contact X

c. Inthe Phone field, enter the primary phone number for the ontac

contact. -

. . . *Full Name GTeyr?zral Contacts

d. Notice that the Fax number and Mobile phone fields are

optional. * Phone Fax number
e. Inthe Email field, enter a valid email address for the Mobile phone

authorized contact.

* Email

f. In the optional Description field, enter a description of the o

contact if desired. Peseription
g. Select “Save”. ’

3. After selecting Save, the following alert will appear on screen “You have pending updates! View the details
below.” and the “pending change icon” will appear next to the section that is being updated.
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Vendor Access

fr  Home Vendor profile
SW shoibicils Locations Attachments
©® Invoices
= Checks
B Form 1099 Location
Name
Email address

Address Type

Main Address
Accepted delivery methods

Accounts payable

Email
Contacts
Name Type
General
Contacts
General
Contacts

Email

b You have pending updates! View the details below.

- + 7
Doing business as
Remit Address
Purchasing
Email
+
Actions
[l W
s v

Business owner

Vendor email
l|oo
E=oo
Enm
Bank information ©

j@ Routing number

Account number

Account type

Update my bank account

o @

4. The vendor profile update is then routed to City of Buckeye personnel for approval.

Update a Contact

1. On the Vendor profile screen, Contacts section, select the “Edit | »*

icon”.

Contacts +
Name Type Email Actions
General
m B B O = /’ v
Contacts
= . General g
m m N m V4 v
Contacts
2. Inthe Edit Contact screen that generates, enter the following:
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f.

g.

Z O

N A

In the Full Name field, update the name of the
authorized contact.

In the Type field, update the drop down selection if

applicable. As a reminder:

i. General Contacts: Select for users who are
authorized to discuss any business topics.

ii. Accounts Payable Contacts: Select for users
who are authorized to discuss any business
inquires related to vendor invoices or
payments.

iii. Purchasing Contacts: Select for users who
are authorized to discuss any business

Vendor Access — Updating an Existing Account

Edit Contact

* Full Name

*Phone

Mobile phone

* Email

Description

*Type
Accounts Payable Contacts

Fax number

Cancel m

inquiries related to requisitions, contracts or purchase orders.

In the Phone field, update the primary phone number for the contact.

Notice that the Fax number and Mobile phone fields are optional.

In the Email field, update the email address for the authorized contact.

In the optional Description field, update a description of the vendor if desired.

Select “Save”.

3. After selecting Save the following alert will appear on screen “You have pending updates! View the details
below” and the “Pending change icon” will appear next to the section that is being updated.

10/17/2025 - Rev

= Vendor Access (W] e
ft  Home Vendor profile
.
b GEEEREE Locations Attachments
©  Invoices £ You have pending updates! View the details below. (%]
B Checks
B  Form1009 Location - + Business owner
_ Vendor email
Name Doing business as oo
=
Email address Remit Address
Bank information ®
Address Type @ Routing number
Main Address Q\E}J
Accepted delivery methods .
Accounts payable Jrcha: Account type
Email Email
Update my bank account
Contacts +
Name Type Email Actions
General
v
Contacts /
General
Contacts Ll P
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4. The vendor profile update is then routed to City of Buckeye personnel for approval.

Note: If a Contact Type for an existing Contact is modified, the update will appear in the vendor record after the
change has been approved. In the example above, the Contact was changed from “General Contacts” to “Accounts
Payable Contacts”. The vendor record will continue to display “General Contacts” until the record is approved.

Enroll in EFT

The City of Buckeye offers vendors the option to either receive a printed check for payments or to receive an Electronic
Funds Transfer (EFT) payment. These instructions provide guidance to vendors who currently receive a printed check on
how to update their vendor profiles to request payments via EFT. Note: If a vendor wants to receive a printed check,
they should NOT enter any bank account information in VA. See the Vendor Access — Create a New Account
instructions for more information.

1. Signin to your vendor profile following the “Sign in” instructions detailed previously.

2. Onthe Vendor profile screen, in the Bank information section, select “Update my bank account”.

= Vendor Access
ft  Home Vendor profile
; Vendor profile Locations Attachments
© Invoices
B Checks Location - - + /7 Business owner
Vendor email
E Form 1099 Name Email address _5__ og
EwllEa

Remit Address Address Type
Main Address
Bank information

Accepted delivery methods

Update my bank account
Accounts payable Purchasing

Mail Mail

3. Inthe Update Bank Account window:
Update Bank Account X

a. Inthe Routing number field, enter the vendor’s bank

routing number.
* Routing number

b. Inthe Account number field, enter the vendor’s bank

account number.
* Account number

c. Select either the “Checking” or “Savings” radio button.

d. Select “Save”.

@ Checking O Savings
4. After selecting Save the following alert will appear on screen
“You have pending updates! View the details below.” Notice ‘
Cancel ‘ Save
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that there is not any corresponding “pending change icon” displayed. The vendor will need to click “Update
my bank account” in order to see the pending message.

= Vendor Access

TEST COMPANY

530 MONROE AVE
BUCKEYE, AZ 85326

Acoepted delivery methads

Contacts

JOHN SMITH

Payment Discounts

LINK FIRST UNK LAST  Genoral Centacts.

NEWTESTVENDOR @GMAIL COM

Main Address

Ml

Name. Type ema

Ganeral Contacts  NEWTESTVENDORTBGMAIL.COM

MEWTESTUINKUSER@GMAIL COM

# Home vendor profile

& Vendorprofile Locatiens Attachments

e fnvolees fg You have pending updates! View the details below, a
B Checks

B Fomios Location TEST COMPANY - + 7 Business owner

c®

sor emmail
e wewrestvenbom pomal
= LEoM

Bank information

Updste my bank account

Note: When submitting changes to existing bank information, the “pending change

Bank information section.

Update Bank Account X

A Some fields have pending changes and
may not be editable.

* Routing number

* Account number

Checking Savings

‘ Cancel ‘ Save

(0] icon” will appear next to the

Email address Remit Address

= Vendor Access a e
ft Home Vendor profile
°
- Vendor profile Locations Attachments
e Invoices ﬁ) You have pending updates! View the details below. 0
B3 Checks
. N "
B Form1099 Location + 7/ Business owner
Vendor email
Name Doing business as 5 ]
(S0l

Bank information | £ | ©@

Address Type

Main Address
Accepted delivery methods
Accounts payable

Email

1@ Routing number

Purchasing

Email

Account number

Account type

Update my bank account

5. The vendor profile update is then routed to City of Buckeye personnel for approval.

Good to know:

e When updating a vendor account, if a new location is added the “pending change Q)

associated screen.

10/17/2025 - Rev
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o Inthe example below, a new location TEST COMPANY — ACCOUNTS PAYABLE has been added to the
vendor profile for vendor TEST COMPANY. The pending change icon does not appear on the main
vendor profile screen.

o Select the TEST COMPANY drop down field and select “TEST COMPANY — ACCOUNTS PAYABLE”.

Location TEST COMPANY - + 7 TEST COMPANY -

Name Doing business as TEST COMPANY

TEST COMPANY - ACCOUNTS PAYABLE

Email address Remit Address

Address Type

Main Address
Accepted delivery methods

Accounts payable Purchasing

Mail Mail

o The TEST COMPANY — ACCOUNTS PAYABLE location screen then generates and the “Pending change
icon” appears next to the update.

Location TEST COMPANY - ACCOUNTS PAYABLE v O|+ 7
Name Remit Address
TEST COMPANY - ACCOUNTS PAYABLE 530 MONROE AVE

BUCKEYE, AZ 85326

Address Type
General Addresses

Accepted delivery methods

Accounts payable Purchasing

Mail Mail

e Vendors should NOT attempt to cancel updates they have made to their vendor profiles (e.g. a Contact email
address was updated incorrectly). If a vendor change was made in error, they should email
hreyes@buckeyeaz.gov to have this error corrected.
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