
 
This documentation covers the New Vendor Registration process for St. Louis County vendors at  
https://stlouiscountymovendors.munisselfservice.com 
 

Before you begin the registration process 
Please have your Federal Tax ID number or Social; Security Number to complete the registration 
process.   
 
Important Note: Leaving a web page idle for too long before completing registration will force your 
session to time out. To avoid your session from timing out, do not allow more than 10 minutes of idle 
time between each web page. 
 
1. Click LOG IN in the upper right to create your login. Your login is created through a separate service 

called Community Access Services. If you do business with more than one client that uses Munis, the 
idea is that you can create one login to use for all the different Vendor Self Services. Each location 
has a different URL for their VSS, but the login is common. 

 

 
 
2. After clicking on LOG IN in the upper right you’ll be on the Community Access Services login page. If 

you are creating a New login for Community Access Services, click Sign up at the bottom of the 
screen. 

 
 

3. Enter an email address, password, first name, and last name for this account and click Sign up. 
       Your username is your email address. 
 

https://stlouiscountymovendors.munisselfservice.com/


 



 
 

4. You will then receive a Community Access email to verify your email address and activate your 
account. The token in the link expires very quickly, but your account will still be created even if you 
click on the email after it expires. If the VSS site is ever logged into using a different device or 
browser, you will get an email from Community Access Identity telling you that this has happened so 
you can report suspicious activity if you were not actually the person logging in. 

 
5. After you receive acknowledgement that your account has been created on the Community Access 

Services site, close that site and go back to  https://stlouiscountymovendors.munisselfservice.com  
Click on LOG IN in the upper right corner again, and log in using your newly created username and 
password. This time you will move to the VSS welcome page after logging in. Click on Create New 
Vendor to start entering your information. 
 

 
 
 New vendor Registration  

https://stlouiscountymovendors.munisselfservice.com/


Complete your company’s New Vendor Registration.  Fields with a red asterisk (*) are required fields. 
Continue to proceed to the next screen. 
• The required email address is used for EFT and Purchase Order delivery notices. 

• Vendor Type – select either Bidding Vendor or Regular Vendors 

• Complete Minority Business Enterprise (MBE) section 
 

 
 
 Add Accounts Payable and Purcahse Order Addresses 
• Select add to add your company’s Remittance Address (Accounts Payable) information. 

• Select Save when information is completed 
• Select add to add your company’s Purchase Order address information. 

• Select Save when information is completed 

• Select Continue when complete 
 



 
 



 
 

 General Vendor Contacts (Include at least one General Contact) 
 
 
 



 
 

 
 
 Add Commodities 
1.  Select corresponding commodity codes to ensure bids will automatically be forwarded for 

matching commodities.   
• Enter a keyword to search for and return a list of commodities.   
• Add as many commodity codes as you wish by checking the box to the left of one or more codes 

and clicking Add.  The chosen code(s) will appear in the lower “Currently Added” list.  You can 
search for multiple keywords and continue adding commodities. 

• You may also remove commodities from the lower list by clicking Remove next to the 
commodity to delete.  



• Click Continue when finished. 
 

 
 

 New Vendor Registration Review 
• Review all information for accuracy. 

• Select Change to make updates in the various sections. 
• Add any necessary attachments, e.g., W-9, by selecting the Attach button in the Attachments 

category. 
• W-9 forms may be obtained from the Resources option in the upper right corner of the screen or 

the IRS website - http://www.irs.gov/pub/irs-pdf/fw9.pdf  

• Select the terms and conditions statement. 

• Select Register when complete and to finalize your registration. 
 
 
 

http://www.irs.gov/pub/irs-pdf/fw9.pdf


 
 

 
 
New vendors will receive an eNotification when registration is completed. Vendors will also be contacted 



once information has been verified. Details are included in the initial registration confirmation notice 
provided. 
 
 

 
 
 
 
The Vendor Self Service page displays linked or created vendor records. The home page 
features profile and vendor information side-by-side, followed by custom announcements, 
invoice details, and bid information 
 



 
 
 
 
 For Questions - Email vendors@stlouiscountymo.gov 
 

mailto:vendors@stlouiscountymo.gov
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