
 

 

Getting Started with Self Service 

 

Click on the Vendor Self Service from menu items in the left sidebar. 
 

 
 
From the expanded menu items, you will be able to view Vendor Data, Purchase Orders, 
Purchase Order Receipts, Invoices and Vendor Payments. 
 

 
 
 

  



 

 

Vendor Data 
 
Click on the Vendor Data menu item to view or update your vendor data on the BIZ-e system. 

 

Vendor Addresses 
 

Select Addresses to view your address information.   
 

 
 

On this page you can view and edit the addresses that are on file with the City. If an address has 
been designated as your remittance address, the self-service application will not allow you to 
update this address online. If you wish to change a Remit address please call Procurement 
Services at 850-891-8200. 

  



 

 

Vendor Contacts 
  
The Contacts page gives you the ability to update your contacts within the BIZ-e system. The 
information provided includes contact description, contact name, address, telephone number 
and email address.  Additional contacts may be added by clicking on the Add a New Contact 
button.  The Edit button allows you to change an existing contact.  The Inactivate button allows 
a vendor contact to be inactivated. 
 

 
 

  



 

 

Purchase Orders 
 

Enter the Purchase Order number, a range of purchase orders or a range of dates. Click the 
Search button 
 

 
 
The search results screen will come up. 
 

 
 
 

 
 

  



 

 
Click on a Purchase Order number to view details.  
 

 
 

  



 

 

Vendor Invoices 
Enter the invoice number, a range of invoice numbers or a range of dates.  If you want to select 
by payment status, use the drop down. To receive data for all invoices, leave this field blank and 
click the Search button.  
 

 
 

A new page will load with your search results. 
 

 
 

View more details on any invoice by clicking on the invoice number. 
 

 
  



 

 

Invoice Details 
 

 
 

By clicking on the invoice number link, information is shown for the invoice and any payment 
information. You can also retrieve payment information via the payment reference number 
(which is the check number).  Note: the check amount may include multiple invoices.   
 

  



 

 

Vendor Payments 
 
Enter the payment date range or check number (if known) and click the Search button. 
 

 
 
A new page will load with your search results. View more details on any chyeck by clicking on the check 
number. 
 
 

 
 

  



 

 

Payment Details 
 

 
 

Please note: there may be multiple invoices paid on one check. 
 


