
Vendor Central 
The Vendor Central program provides access to information about vendors. This 
program is intended for use by purchasing personnel who need to view and maintain 
vendor information on a regular basis. The program initially displays a Search box, the 
Excel button, and a blank screen. 

 
 
To view vendor records in Vendor Central, enter a full or partial vendor name in the 
Search box. Alternatively, click Advanced to expand the ribbon and display additional 
search fields. 

 
 



After performing the search, the program displays a list of matching vendor records. 

 
 
Use the navigation bar at the bottom of the screen to view additional pages of vendor 
records or to change the display format of the vendor list. 

 
 



When viewing vendors in the summary format, click the column titles to sort the list by 
that column’s values.  

 
 
When you are viewing vendors in the detail format, click More to view additional 
information about the vendor. The record pane expands to display the General, Remits, 
Tax/Retainage, Terms/Payment, Contacts, Misc, and User Defined tabs. 

 
 
Clicking the notes button causes the program to display associated notes in a dialog 
box. Click the email button to create an email message to the vendor using the default 
email address on the vendor record. Click the website button to open the vendor’s 
website in your browser. The website is defined as part of the vendor record in the 
Vendors program. 

 
 
  



The Remits tab displays the remit address and delivery methods for the vendor. If there 
is more than one remit address for the vendor, use the Up and Down buttons to view 
more addresses. Click the email address to create an email message to the vendor. 

  
 
The Tax/Retainage tab displays tax retainage information for the vendor, including the 
AP retainage status, use tax percent, and sales tax percent. 

  
 
  



The Terms/Payment tab displays the terms of payment for the vendor, including 
payables and purchasing delivery methods, discount information, and minimum order 
amounts. This tab also displays payment information for the vendor, including payment 
method, bank and routing information, and ACH information. 

  
 
The Contacts tab displays contact information for the primary and secondary contact for 
the vendor. Click an email address to create an email message addressed to the 
contact. 

  
 
  



The Misc tab displays miscellaneous information about the vendor, such as entity and 
allocation code, accounts receivable customer number, and geographic code. 

  
 

The User Defined tab displays the values for any user-defined fields that your 
organization has created in Munis that have been assigned to a vendor-related 
program. 

  
 



Clicking the Details link in a vendor record opens the detail view for that vendor. 

  
 

Available Panes 
The following table provides a brief description of the available detail panes for the 
Vendor Central program.  
 
The header of each pane contains an arrow button. Clicking the arrow button expands 
or collapses a pane. If no information is available for a pane, the program indicates that 
no records are found. 

Pane Description 
1099 Displays a list of recent 1099 information for the vendor. Click 

General or History to view 1099 information of that type. 
Checks Contains a list of checks issued to the vendor during the 

timeframe selected from the Time Frame list. When you click the 
check number in the Check column, the Munis Checks Detail 
program opens. If your organization uses Tyler Content 
Manager (TCM), click the TCM button to view the check image 
in TCM. 

Commodities Displays a list of all of the awarded commodities for the vendor. 
Contracts Displays a list of recent contracts for the vendor. When you click 

a contract number in the Contract column, the Munis Contract 



Pane Description 
Inquiry program opens with that contract as the active record. If 
your organization uses TCM, click the TCM button to see 
document images associated with the contract. 

Invoices Displays a list of invoices dated within the time frame selected 
from the Time Frame list. When you click an invoice number in 
the Invoice column, the Munis Invoice Data program opens with 
that invoice as the active record. If your organization uses TCM, 
click the TCM button to view document images associated with 
the invoice. 

Purchase Orders Displays a list of purchase orders issued during the time frame 
selected from the Time Frame list. When you click a purchase 
order number in the PO column, the Munis Purchase Order 
Inquiry program opens with that purchase order as the active 
record. If your organization uses TCM, click the TCM button to 
view document images associated with the purchase order. 

Remits Displays information for each of the vendor’s remit addresses. 
Use the navigation bar to view additional addresses. Clicking 
Address displays a map of the address location. To create an 
email message to the vendor, click the email address. 

Vendor Contains general information about the vendor. This information 
is divided into General, Contacts, Terms, payment, and Misc 
tabs.  

 

Ribbon 
The ribbon in Vendor Central provides the following options. 

Option Description 
View/Maintain 

  
Vendor 

Opens the Vendors program with the current vendor as the 
active record. 

Office 

  
Excel 

Exports the current vendor information to a Microsoft Excel 
spreadsheet. 

  
Email 

Creates an email message using your default email program. 
The message contains a link to the vendor record in the 
message body. 

Tools 

  
Notes 

Displays a dialog box that contains comments that have 
been entered about the vendor in Munis. You cannot enter 
new notes using the dialog box. It is for informational 
purposes only. 



Option Description 

  
Attachments 

Opens Tyler Content Manager, which displays attached 
documents and files associated with the vendor record. If 
your organization does not use Tyler Content manager, this 
option does not function. 

Return 

  
Return to Search 

Returns to the main Vendor Central program screen. 
 

 


