PERFORMING SUPPLIER ADMINISTRATOR DUTIES

eSupplier is a self-service module that provides suppliers access to view the real-time status on
payment information that exists between the supplier and the agency they are doing business
with. This job aid provides step-by-step instructions on how suppliers can log into the eSupplier
portal and assign other users within their company view only access to their company’s
information.

Logging Into the eSupplier Portal

.‘;lf
" Before beginning steps below, navigate to http://www.obm.ohio.gov/supplier/.

Dhio.gau State Agencies | Online Senvices
ﬁ' Ohio Supplier Portal

This site provides information to state of Ohio Suppliers regarding how fo view the real-time status of

purchase orders, invoices and payment information, as well as placing bids and viewing address and

contact information that the state has on file for your company. Click here to go straight to the Chio Supplier

Fortal Sign-On Page.
Are you a...

[ Supplier ] [ Medicaid Provider ] [ Lottery Winner ]
Need Help?
[ Training / Instructional Guide ]
F
About eSupplier b
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

Step-by-Step Screen

ent information. as well as placing bids and viewing address and contac|
|CI ck here to go straight to the Ohio Supplier Portal Sign-On Page.l

1. Click the Click here to go straight to
the Ohio Supplier Portal Sign-On
Page link on the Ohio Supplier Portal

page. [

Supplier ][ Medicaid Provider ]

The Ohio Supplier Portal Login Page displays.

Favorites = Main Menu -

. Home Sign out
(0. Financials Ohio Supplier Portal Sign-On Page

Login Image o |ev Login ar

Welcome to OAKS

Please login below to view your company information, cumently on file with the State of Ohio, view payment information, and view
and place electronic bids. If you are a State of Ohio Supplier (formerly Vendor) and do not have login credentials, please contact
the: Ohio Shared Services, Contact Center, at 1-877-844-8771.

Medicaid providers andfor Lottery Winners click here
UserID

Password
SignIn
Find out if my company is registered

| forgot my password

OAKS is 3 State of Ohio Computer system, which may be accessed and used only for official state business by authorized personnel.
Unauthorized access or use of this computer system may subject violators to Criminal, Civil, andfor administrative action.

Help Desk L b

If you need assistance or have any questions, contact Ohio Shared Services by any of the following Methods:

E-mail: OhioSharedServices@iohio.gov
Phone: B14-338-4721 or 1-877-OHIO-S51 (377-844-8771)

Howrs of Live Support

&sm — Spm Mandsy - Friday
Unavailzble Saturday and Sunday
and Stste observed holidays

System Availability:
Gam - Midnight
Unavsilable Sundays
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

Login

Welcome to QAKS

Please login below to view your company information, currently o
and place electronic bids. If you are a State of Ohio Supplier (for
the Ohio Shared Services, Contact Center, at 1-877-644-6771.

2. Enter User ID.

Medicaid providers andfor Lottery Winners click here

User 1D

Password

Sign In

Welcome to OAKS

The Ohio Supplier Portal page is where suppliers can do m
information, electronic bidding, and access eSettlements to

3. Enter Password. Medicaid providers and/or Lottery Winners click here

UseriD |ADMIN123

Passwnn:‘

Medicaid providers and/or Lottery Winners click here
UseriD |ADMIN123

4. Click Sign In.

Password esssssss

Sign In
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

The Main Menu displays.

Favorntes = Main Menu -

— Home Worklist Add to Favorites Sign out
t".l-'-."\i Financials

Personalize Content | Layout 2) Help
Menu o (&Bv

Search:

Administration

Liilities

Maintain Supplier Information
Manage Ewvents and Place Bids
Manage Orders

Manage Supply

Review Payment Information
eSettliements

Worklist

Tree Manager

Repaorting Tools

FPeopleTools

Usage Monitoring

Change My Password

My Personalizations

My Systemn Profile

My Dictionary

My Feeds

Performing Supplier Administrator Duties

Each supplier must have a designated Supplier Administrator user. User with the Supplier
Administrator security role canlog into the eSupplier portal and assign other users within their
company view only access to their company’s information such as contacts, addresses,
invoices, payments, account balances, purchase orders, and receipts.

X
\A OAKS FIN > Main Menu > Maintain Supplier Information

Favorites - Main Menu - > Maintsin Supplier Information -

: Home: Add to Favorites Sign out
ﬂ:'.l’-._'\:-\-x Financials

Maintain Supplier Information
Maintain Supplier Information

Maintain and update supplier information.

=== lser Profiles === Addresses === Conlacts
A7 Create and maintain users and supply side 2! View and update address information. 2 view and update contact information.
SECUrity.
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

Maintain Supplier Information

K] Maintain Supplier Information

1. Select the User Profiles link. Maintain and update supplier information.

E“ User Profiles
Create and maintain users and supply side security.

The User Profile Security page displays.

Fawaorites - Main Menu =~ » Maintain Supplier Information = » User Profiles

— Home Worklist Add to Favorites Sign out
OaKS,  Financials
L

Mew Window | Help | £

Security

Enter any information you hawe and click Search. Leave fields blank for 3 list of all values.
Find an Existing Value | Add s Mew Value
Search Criteria

Search by:  User ID begins with

Search  Advanced Search

Find an Existing Value | Add a Mew Value

Security

Enter any information you have and click Search. Leave fields b

2. Click the Add a New Value tab.

Find an Existing Value Add a New Yalue

Search Criteria
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

The Security page displays.

Fawaorites - Main Menu =~ » Maintsin Supplier Information = > User Profiles

: Home Worklist Add to Favorites Sign out
,@::E'*- Financlals

Mew Window | Help | 2

Security
Find an Existing Value | Add a New Value

User ID:

Add

Find an Existing Value | Add a Mew Value

3. Enter a User ID.

User IDf |
\?/ The User ID cannot have any
spaces in it, but has no other
restrictions. jad

User ID: | NEW_USER

4. Click Add.
Add
Ohl(“ ;:_ OBM ~6~ Revised: 09/21/2015




PERFORMING SUPPLIER ADMINISTRATOR DUTIES

The Setup User page displays.

Fawaorites - Main Menu = » Maintain Supplier Information = » User Profiles

Home Worklist Add to Favorites Sign out

—
QA 5 Financlals

Mew Window | Help | Personalize Page | &

SE‘tUp User
Logon Information
User ID MEW_USER
Description |

(Exampize: Frad Smit, AP Depaniment ar Guyer]
[Jaccount Locked Out?

(Click hare to dizable the access o the system for this ussar)
Operator Password (Encrypted)
Confirm Password

*E-mail Address

Language Code | English | Currency Code 4,
Rate Tyrpel Vl

User Roles Personalize | 2 | Fist' 10f1' " Last
Rode Mama Deacription

Add a User Role
Supplier Access Personalize | (2 | [ First'd' 1of 1'% Last
Suppiler

Add a Supplier
Save Retum to Search List

* Reguired Fleid
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Service - Support - Solutions




PERFORMING SUPPLIER ADMINISTRATOR DUTIES

5. Enter a Description. UserID NEW USER
) Descriptionl

* .. {Examples: Fred Smith, AP Department or Buyer)
1 The description should be the name TEEE e e =

of the user that is being setup. [JAccount Locked Out?

(Click here to disable the access to the system for this user)

6. Enter an Operator Password.

@ The password must abide by the

fO”OW|ng gUIde|IneS m|n|m um Of 8 (Click here to disable the access to the system for
characters, contain at least 1 Operator Password (Encrypted] |
special character and contain at Cenfirm Passward

least 1 digit. Passwords expire after

90 days.

(Click here to disable the acoess o the system g

Operator Password (Encrypted) asssssass

I Confirm Password

7. Enter the same password in the

Confirm Password field. *E-mail Address
Language Cm:le|5rgis|' vl
Rate T:.'pe| vl

*E-mail .'-‘u:ldressl

8. Enter an Email Address. Language Code [English v

Rate Ty pel

9. Enter a Language Code.

L

— *E-mail Address johndoe@gmail com
Note| 11¢ system will default the Language Code | English v]
language code to English. Use the Rate Type | |
dropdown to select a different
language.

10. Enter a Rate Type.
*E-mail Address johndoe@gmail com
L=

2o Language CudelEFQiSI' Vl
Note The only value available will be Rate Type| |
Current Rate.
11. Click the Currency Code look up icon
to select a Currency Code. b gmail com
‘\'ﬂ V| Currency Cl:H:I
Note| 11e only value available will be v
USD.
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

the User ID.

12. Click Add a User Role to add roles to

Role Mame

Description

Add a User Role

The Select Roles page displays.

L-\
Note The supplier administrator can only add the OH_ES_VENDOR_USER role.
Favorites - Main Menu- » Maintain Supplier Information = » User Profiles
: Home: Add to Favorites Sign out
ﬂ].ﬁ_‘z‘h Financials
New Window | Personalize Page | T
Select Roles
Roles Personalize | Find | view Al | & | B First 4 1071} Last
Role Name Description
[0 oH_Es_WENDOR_USER eSupplier Vendor User
OK Cancel
13. Select the checkbox next to the role Select Roles
name. Roles Personalize | Find | View All (E
b Role Name Description
Note If the checkbox is not Checked’ the ES'H_ES_‘-:‘E‘JDO?_LSE? eSupplier Vendor User
user will not have access to review
supplier information. oK Cancel
~9~ Revised: 09/21/2015
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

Select Roles

Roles Personalize | Find | View Al | £}
14 CI|Ck OK Role Mame Description

OH_ES WEMDOR,_USER eSupplier Vendor User

Ok Cancel
The Setup User page displays.
Fawvaorites - Main Menu - : Maintain Supplier Information = > User Profiles
Home Add to Favorites Sign out

—
f"'ﬁ? Financials
-

Setup User

Logon Information

User IDD MEW_USER1

Description |[John Doe

(Examples: Fred Smith, AP Department or Buyer)
[J Account Locked Out?

[Click here to disable the access to the system for this user)

Operator Password (Encrypted) #ssssssss
Confirm Password (sssssssss

*E-mail Address johndoe@gmail.com

Language Cl:n:lel English vl
Rate Type | Current Rate Vl
User Roles Personalize | L |i' g
Role Name Description
OH_ES5_VEMDOR_USER eSupplier Vendor User
Add a User Role
Supplier Access Personalize | L |i' g
Supplier
Add a Supplier
Save

Return to Search List

* Required Field

Mew Window | Personalize Page =

Currency Code USD (@,

First ‘4 1 of 1'% Last

Delete

First ‘4 1 of 1'% Last
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

Supplier Access
. . Supplier
15. Click Add a Supplier.
Add a Supplier
The Select a Supplier page displays.

Favorites - Main Menu- » Maintain Supplier Information = » User Profiles

: Home: Add to Favorites Sign out

ﬂ].ﬁ_‘z‘h Financials
New Window | Personalize Page | T
Select a Supplier
Supplier Names Personalize | Find |CY | Fist 4 10f1 " Last

Supplier

[0 ABC Company

OK Cancel

16. Check the checkbox next to the _
Select a Supplier

supplier.
‘h\ Supplier Names Personalize | Find |9 [ Fist
Note| it the checkbox is not checked, the Supplier
user will not have access to review O | ABC Company

supplier information.

Supplier Names Personalize | Find |2 | Fis

Supplier

17. Click OK. ABC Company

Ok Cancel
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PERFORMING SUPPLIER ADMINISTRATOR DUTIES

The Setup User page displays.
Fawvaorites - Main Menu - : Maintain Supplier Information = > User Profiles

Home Add to Favorites Sign out

i
ﬂ:n'u:s Financials
-

MNew Window | Personalize Page | =

Setup User

Logon Information

User IDD MEW_USER1

Description |[John Doe

(Examples: Fred Smith, AP Department or Buyer)

|:| Account Locked Out?

[Click here to disable the access to the system for this user)

Operator Password (Encrypted) #ssssssss
Confirm Password (sssssssss

*E-mail Address johndoe@gmail.com

Language Cnl:lel English Vl Currency Code USD (@,
Rate Type | Current Rate Vl
User Roles Personalize | LV | [ £ First ‘4 1 of 1'% Last
Role Name Description
OH_ES VENDOR_USER eSupplier Vendor User Delete
Add a User Role
Supplier Access Personalize | LV | [ £ First ‘4 1 of 1'% Last
Supplier
ABC COMPANY Delets
Add a Supplier
Save Return to Search List

* Required Field

Add a Supplier

18. Click Save.
Save Return to Search List

* Required Field
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