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Administrator Job Aid

From the Supplier Homepage page, click on the User Profiles link.

Supplier Homepage o «
Contact Us © e~  Welcome to the Supplier Homepage
$2& My Alerts S o
% Links S B ‘Welcome to the WorkCenter. This WorkCenter has one "Task Panel” and one "Work Area”. The "Task
Panel” is on the side displaying the pagelets assigned to the WorkCenter page and the "Work Area”
displays transaction pages such as this page.
= Maintain Supplier Information . ) ) . . )
o . . Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload,
|pstateSTpaler Change Personalize.
n
= Within each pagelet there may be "Open the content in a new window”, "Collapses a group of links" and
o o t ; "Expands a group of links" actions available depending on the pagelet.
ontacts

Click on the Add a New Value tab.

Security

Enter any information you have and cli

Search. Leave fields blank for a list of all values.

Find an Existing Value| Add a New Value

Search Criteria

Search by: User IDbegins with |
Limit the number of results to (up to 300). |300

Search | Advanced Search

Find an Existing Value | Add a New Value
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Enter the User ID for the New User Profile and then click Add.

Security

Eind an Existing Value Add a New Value

|ser

=

Enter the User Profiles Description.

Enter the Operator Password and repeat for Confirm Password.
Enter the User’s E-mail Address.

Set the Currency Code to USD.

Set the Rate Type to Current.

Setup User

Logon Information

User ID Test_User
Description

(Examples: Fred Smith, AP Depariment or Buyer)
[JAccount Locked Qut?

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

Operator Password (Encrypted)
Confirm Password

*E-mail Address

L Code [English v Currency Code

Rate Type|

User Roles First ‘4 1of1 ‘&' Last

Role Name Description

Add a User Role

Supplier Access Personalize | 2| [ First ‘& 1of1 ‘*' Last
Supplier
Add a Supplier
Save

Return to Search List

* Required Field
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Click on the Add a User Role button.

Setup User

Logon Information

User ID Test_User
Description |Test

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

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

Operator Password (Encrypted) ssssssssssss
Confirm Password seesssssssse

*E-mail Address [robert apiz@ct.gov

Language Code | English v Currency Code USD |Q
Rate Type [Curment v]
User Roles Personalize | 7| [ First ‘&) 10of1 &) Last
Role Name Description

Add a User Role

Supplier Personalize | B4 [ First ‘&' 1of1 ‘&' Last

Supplier

Add a Supplier

S Return to Search List

* Required Field

Select both of the User Roles and then click OK. If the User requires Supplier Contract
Management or Budget Workbook roles, contact the State Agency to fill out the appropriate
security forms. Those additional security roles will be added by the state agency.

Select Roles

Roles Personalize | Find | View All | & | & First ‘4 1-20f2 ‘*' Last
Description

/] CT_F_SUPPLIER_BASE eSupplier Required Base Access

k] CT_F_SUPPLIER_USER eSupplier User
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Click on the Add a Supplier button.

Setup User

Logon Information

User ID Test User
Description | Test

[ Account Locked Out?

Operator Password (Encrypted) ssssssssssss

Confirm Password ssssssssssss

*E-mail Address robert apitz@ct gov

(Examples: Fred Smith, AP Department or Buyer)

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

L Code [English

]

Rate Type|Current

]

User Roles

Role Name Description

CT_F_SUPPLIER_BASE eSupplier Required Base Access
CT_F_SUPPLIER_USER eSupplier User

Add a User Role

Supplier Access

Supplier

Add a Supplier

Returm to Search List

Personalize | = | E

Personalize | IE'I E

Currency Code USD |Q

First (&) 1-20f2 ‘&) Last

Delete

Delete

First ‘&' 1of1 &) Last

Select the Supplier checkbox and then click OK.

Select a Supplier

Supplier Names Personalize | Find | 22|

Supplier

@ ONTINUUM OF CARE INC

First

1

10f1 ‘&) Last
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Review all entered data and click Save.

Setup User
Logon Information
User ID Test_User
Description [Test x

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

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

Operator Password (Encrypted) (ssssssssssss

Confirm Password sseessssssss

*E-mail Address robert.apitz@ct.gov

Language Code |English v| Currency Code |USD |G
Rate Type Current v|
User Roles Personalize | (2| =] First (4 1-20f2 ‘&) Last
Role Name Description
CT_F_SUPPLIER_BASE eSupplier Required Base Access Delete
CT_F_SUPPLIER_USER eSupplier User Delete
Add a User Role
Supplier Access Personalize | | E First ‘&' 10f1 ‘&' Last
Supplier
CONTINUUM OF CARE INC Delete
Add a Supplier
Save

eturn to Search List

To submit an update request for an address or contact, navigate to Initiate Supplier Change
using either the navigation bar or left hand link.

.mev MalnMenu:I » ‘Suppiier Portal Configuration ~ >  Supplier Homepage >  Supplier Homepage
COre_ Search Menu:

Supplier Homel (3 Supplier Portal Configuration b

3 My Alerts 1 Maintain Supplier Inforqy. = Supplier Change Ry I8 Inifat: Supplier Change

i

Ry Links O Review Payment Inform] =} User Profiles
My Password | ) Addresses E “Task Panel™ and one “Work Area™ The “Task
1 Contacts |0 thie WiorkCenler page and the “Work Area™

Initiale Supplier Change
Each pagelel may have the following actions depending on its configuration: Hide'Show, Reload
Fersonalize

Addresses

Contacts 'Within each pagedel thene may be "Open the content in a néw window”™, "Collapses a group of links” and
“Expands a group of links™ actions available depending on the pagelet
Review Payment Information

Invoices
Payments
Accoun! Balances
= My Profile information
Change My Password
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On the company profile train stop you may update the Payee Name, Profile Questions, and Add
an Attachment. Only enter information for those fields that are changing, any field that is not
updated will remain the same in your eSupplier profile.

Company Profile Addresses Contacts Submit
Exit Save for Later | | | ¢ Previous Next

Company Profile for OFFICE SYSTEMS OF CONNECTICUT INC

Review Changes

Unigue ID & Company Profile

*Payee Name |OFFICE SYSTEMS OF CONNECTICUT INC
Payee Name (continued)

Add Attachment

Expand All Collapse All
Profile Questions

° §E Review Changes

Exit Save for Later | | 4 Previous Mext »

Use the Add Attachment link to provide any documentation that supports the change request.

Profile Response Attachment x
SetlD STATE Supplier ID 0000021394 Question ID
Attachments Personalize | Find | | [ First ‘&' 10f1 '‘»' Last
Attached File Attachment Description Upload View Remove
1 s O
Add Attachments
OK Cancel

\ g
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B2

|
Enter your complete legal name i different than Payes Name above.

E lc""-'
Enliésr arry other alésmale names and indicale (hel proper use.

e

Attach your completed IRS W.9 form hare.

" Addiiew ARSChiTnbs
Altachments ()

Do ol &Coad credst card paymenis?
Sebect alll that apply.

Seiect
For what purpose will the State of CT be providing payment? Be as detailed as possible. Include all type

(Examples: Sale of commodities, Medical services, Attorney lees, Rental of Property, eic.] y
(B
Sobect Business Entity.

Sesstl

Enter amail address for receipl of purchase orders. Required if purchase orders ans isseed.
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The next stop is the address page. Your eSupplier profile may contain several addresses.
Some addresses will also contain alternate supplier names. The description field will display the
delivery line of the address or the alternate supplier name. A description of 1099 Address
indicates that is the address which contains the legal business name if different from the payee
name in the company profile.

To add a new address, click on the Add New Address button. The Address Information
window does not permit the entry of alternate names. If an alternate name is required, you may
enter that information in the profile question designated for alternate names or in the comments
section of the update request.

Address Information for OFFICE SYSTEMS OF CONNECTICUT INC

Address Information

Description
Country USA |Q United States
Address 1
Address 2
Address 3

City
County Postal
State Q

Phone Information

*Phone Type Location Prefix Telephone Extension

Business Phone v

Add Phone

Approved Changes Take Effect: ® Approval Date
O Future Date
OK Cancel

To request a change to an existing address, click on the edit icon.

!
™ ] " id
Company Profis Addressas Comiacts Submet
Ext Sl fof Lt | | | ¢ Prévicus L B
Addresses for OFFICE SYSTEMS OF CONMECTICUT INC Pl Raview Changes
Denciipion Acdrean Liss 1 Ohange AChon Change Efleciy

Ddf-ﬂf:vu:a Changes

Exit Save Bl Litss | | |4 Prévicus L
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With the Address information box open you may change the address information, change or add
phone numbers associated with this address, or add additional phone numbers. It is not

necessary to update the description; this will be formatted by the Office of the State Comptroller
during the approval of your request.

Address Information for 1880 SILAS DEANE HWY STE 202

Address Information

Description | 1830 SILAS DEANE HWY STE 202
Country |USA |Q United States
Address 1 |ABC LANGUAGE SERVICES
Address 2 1380 SILAS DEANE HWY STE 202
Address 3

City |ROCKY HILL

County Postal 06067
State CT @, Connecticut

Phone Information

Phone Type Location Prefix

Telephone Extension Remove

BE0/Es3-0102 i

BE0B5E-1212 0
Add Phone

Approved Changes Take Effect: @Approva\ Date

O Future Date
oK Cancel

The address information box does not display the alternate names. These names may be
viewed in the address inquiry section of eSupplier.

Favortes - Main Many ~ > Suppher Portal Configuration ~  »  Supplier Homepage > Addresses

Core-Gl

Supplier Homepage o «
£t My Alerts o e Maintain Addresses
& Links S Tas Current Addresses

0000021384
OFFICE SYSTEMS OF CONNECTICUT INC
* Maintain Supplier information

Instiate Supplier Change

Address List Persenalze | Find | ) B First ‘&' 140f4 ‘&' Last
Addresses
Description Status a8 of Effective Date
= Review Payment Information
FRET 1880 SILAS DEANE HWY STE 202 A
Invoices
¥ Payments PO BOX 2754 A
S Account Balances
DBA OFFICE SPECIALTIES A
= My Profile Information -
8 Change My Password (1099 ADDRESS A
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Supplier Address

Maintain Addresses
Address Information
OFFICE SYSTEMS OF CONNECTICUT INC

Description 1093 ADDRESS

Country LiSA United States
Address 1 1330 SILAS DEAN HWY STE 202
Address 2

Address 3

City WETHERSFIELD

County Postal pe10s

[

ernate Payment Name 1 JONATHAN B BIGGES
Allermate Payment Namie 2 DEA OFFICE SYSTEMS OF CONMNECTICUT ING

Email ID JONATHAN B BIGGSESAMPLE COM

Telephone Information rsonaiize | Find | &3] First ‘4 1¢f1 % Last

Type Prefix Phone Ext
Business Phona 8605551212
Date Change Will Take Effect: 03062013

Retum to Current Addnesses

The next stop is for contact information. In this area you may update existing contacts or add a
new contact.

= il =l i
Company Profile Addresses Contacts Submit
Exit Save for Later | | |q Previous Next

Contacts for OFFICE SYSTEMS OF CONNECTICUT INC eview Changes

Name Address Change Action Change Effective Date Edit
John Biggs
John Biggs
John Biggs
John Biggs
Tracy Smith
Tracy Smith
Tracy Smith
Tracy Smith

LRV

Add New Contact

Review Changes

Exit Save for Later | 4 Previous Next »
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To add a new contact, click on the Add New Contact button. Always include the First Name,
Last Name, Email Address, and Contact Type. You may add additional phone numbers to
the contact by selecting the Add Phone button.

Add New Contact

Contact Information
Description
* First Name
* Last Name
Contact Title

*Email Address

URL
Contact Address | V]
Contact Type | v|
Phone Information
*Phone Type Prefix Telephone Extension

b

Add Phone

Approved Changes Take Effect: ® Approval Date
) Future Date
OK Cancel
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To update an existing contact, select the contact using the edit icon. Only enter information for
those fields that are changing, any field that is not updated will remain the same in your
eSupplier profile.

Contact Information for John Biggs x

CIRemove Contact
Contact Information

Description 1

* Contact Name John Biggs
Contact Title Owner
* Email ID JOHN BIGGS@TEST.COM
URLID http:#/
Contact Address‘ 1830 SILAS DEANE HWY STE 202 V|

Contact Type [Fiscal v
Phone Information
Phone Type Prefix Telephone Extension Remove
36075551212 % |0
Add Phone

Approved Changes Take Effect: @ Approval Date
O Future Date
oK Cancel

To remove a contact, select the contact using the edit icon, select the Remove Contact
checkbox, and then click OK.

Contact Information for JOHN BIGGS x
[ Remove Contact
Contact Information

Description |1
* Contact Name | JOHN BIGGS
Contact Title |Owner

* Email ID |JOHN.BIGGS@TEST.COM

URLID |http:!
Contact Address 102 LEGION AVE v|
Contact Type [Fiscal v|
Phone Information
Phone Type Prefix Telephone Extension Remove
[Business Phone e 860/555-1212 34 @

Add Phone

Approved Changes Take Effect: ® Approval Date

O Future Date
Cancel
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Changes to addresses and contacts may be future dated by selecting Future Date and entering

a date when the changes will be effective.

Approved Changes Take Effect: O Approval Date
(®) Future Date

047202018 |5

The final stop is the Submit page. Use the review button to verify the requested changes to be
made. If a change is needed, return to the appropriate trainstop and make any necessary
changes. Once the review is complete, enter the Audit Reason Code of Supplier Approval,
enter any additional comments in the Comments field, select Confirm Changes, and then click
Submit. Your request will be submitted to the Office of the State Comptroller for review and

approval.
Company Profile Addresses Contacts Submit
Exit Save for Later | | | ¢ Previous MNext
Review and Submit Changes for OFFICE SYSTEMS OF CONNECTICUT INC
Use the "Review" button to review changed information.
Use the "Submit" button to submit your change request.
Email communication regarding this request will be sent to:
doit.core.emailtest@ct.gov
=Audit Reason Supplier Approval hd
Code
Comments
254 characters remaining
Confirm Changes
Review Withdraw Submit
Exit Save for Later | 4 Previous Mext b
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Your request will be displayed in eSupplier as Pending Approval. If you have any questions
about the status of your request, contact osc.apdvf@ct.gov and include the request ID in your
email.

Supplier Change Request Selection
Select Supplier

1T OFFICE SYSTEMS OF CONNECTICUT INC K%

Create New Request
Pending Change Requests

Supplier ID Name Request ID Change Status Date

COFFICE SYSTEMS OF

0oDDoZ1354 CONNECTICUT INC

000000000000055  Pending Approval 03/20/2013

You will be notified by Email when your request has been approved.

From: OSC. APDVEFECT.GOV Sent:  Wed 37212018 823 AM
Te: Supplienf@ict oov

Ce

Subject: SCR 1D "O00000000000055" for Supplier ID 0000021394° has been “Approved”

Your Supplier Registration changes have been accepted.

&R

SetlD: STATE
Supplier 1D: 0000021394

Supplier Name: OFFICE SYSTEMS OF CONNECTICUT INC Additional Name:

If you have any questions or feedback regarding your Supplier Change Request ID 000000000000055, please call call (360)-702-3400 or send an email to
OSC.APDVF@ECT.GOV with the subject line of "eSupplier”,

Thank you.
State of Connecticut Office of the State Comptroller
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