1. Navigate to the eSupplier website, and use the credentials provided by your

Log into eSupplier

eSupplier administrator to

log in.
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OFFICE of the STATE COMPTROLLER
Accounts Payable Division Supplier Portal

Welcometo the new State of Connecticut Supplier Portal, as of
March 2018 this portal replaces the Vendor Self Service (VSS).

Changes include enhanced security features, new format, and additicnal
content.
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Contact Us

E-mail: osc.apdvf@ct.gov

Please include “VSS” in the subject line when contacting the help desk via
email regarding the Supplier Portal.

Telephone:

(860) 702-3400
Hours of Help Desk Availability:
Monday - Friday: 8am — 4pm

If you are having
trouble logging in,
use these contacts

Hours of Supplier Portal Access: for support.

Monday - Saturday: 4am — 8pm

Supplier Login

User ID
Log into eSupplier under
Supplier Log In

Password
SignIn

Forgot Password ?

If you forget your password, click

here
Announcements

Helpful Links:

= |IRS W8 Form

Doing Business with the State

State Agency Contacts - Accounts Payable
State Agency Contacts - Purchasing

= Direct Deposit (ACH) Application Instructions

FAQs

General Information =
Who is a Supplier Administrator?
* FAQs provide answers to

commonly asked
questions

Problems/issues

Who do | contact with a question about payments due to me?’

Who do | contact with a question about my vendor data?

Registration
Why is it necessary to register as a Supplier?
How do | submit a Supplier Registration Request?

How long does it typically take for a new supplier to complete
the registration process?
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2. Click the Supplier Homepage link.
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Welcome

OFFICE of the STATE COMPTROLLER
Accounts Payable Division Supplier Portal

Welcome o the new state of Connecticut Supplier Portal, as of
March 2018 this portal replaces the Vendor Self Service (VSS).

Changes include enhanced security features, new format, and additional
content.

Contact Us

E-mail: osc.apdvi@ct.gov

Please include “VSS” in the subject line when contacting the help desk via
email regarding the Suppiier Portal.

Telephone:

(860) 702-3400‘;@

Hours of Help Desk Availability:
Monday - Friday: 82m — 4pm

Hours of Supplier Portal Access:

Monday - Saturday: 4am — Spm

Announcements

Workcenter Lit

ChfoepperTomepageho i sppte ransactions snd
profile ormation.

Helpful Links:
IRS W-8 Form

= Doing Business with the State
= State Agency Contacts - Accounts Payable

State Agency Contacts - Purchasing
Direct Deposit (ACH) Appl

FAQs
General Information
Who is a Supplier Administrator?

How Do 17

How do | reset my password? Click here for
information specific to
the Office of School
Construction Grants and

Review

Job Aids/Training
User Productivity Kit - UPK
Office of School Construction
$School Construction Contact and Training information.
Problems/issues

Who do | contact with a question about payments due to me?

Who do | contact with a question about my vendor data?



https://corevss.ct.gov/psp/FNVSS/SUPPLIER/ERP/h/?tab=DEFAULT

3. The Supplier Homepage contains links to all activities that you need to complete
within eSupplier.
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Maintain Supplier Informatign

> Supplier Portal Configuration~ > Supplier Homepage > Supplier Homepage

Home Sign out

New Window | Personalize Page |

0 «

@~ | Welcome to the Supplier Homepage

o
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”

Initiate Supplier Chan
User Profiles
Addresses

Contacts
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= Manage Events and Place
& Bidding Homepage
D My Event Activity
= Discussion Forums

Click My Event Activity

to

or continue work on an

pages such as this page.

start a new applicalion ve the following actions depending on its configuration: Hide/Show, Reload,

Click the Discussion
Forum to send a message
to the OSCG&R team.

existing application. llapses a group of links” and

School Construction
& Payment Request

-

My Profile Information
& Change My Password

< Review Payment Information —'"\
D Invoices Click Payments to view
= Payments - payments sent from the State.
O Account Balances L A

Click Payment Request to N
submit a new Payment Request
or view the status of an existing

request.
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