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[bookmark: _Toc420920424]PURPOSE AND DESCRIPTION

[bookmark: _Toc420920425]Purpose
This document explains the key topics involved in using the eSupplier Portal as a supplier. It provides an overview of the sub-processes involved, as well as step-by-step procedural guidance to perform the activities.
[bookmark: _Toc384216647][bookmark: _Toc384217509][bookmark: _Toc384217655][bookmark: _Toc402551508] 
[bookmark: _Toc420920426]Description
The key topics involved in using the eSupplier Portal are:
· Topic 1: How to Register as a Supplier
· Topic 2: How to Manage and Add Address Information
· Topic 3: How to Add Supplier Contact Information
· Topic 4: How to View Supplier Transactions (Purchase Orders)
· Topic 5: How to View Supplier Transactions (Account Balances)
· Topic 6: How to View Supplier Transactions (Invoices)
· Topic 7: How to View Supplier Transactions (Payments)
· Topic 8: How to Set Up Access for Users
[bookmark: _Toc420920427]TOPIC 1: HOW TO REGISTER AS A SUPPLIER

[bookmark: _Toc420920428]How to Set Up Access for Users Procedure Steps 
Scenario: You want to register as a supplier. Follow the steps explained below.
	Step
	Action

	1. 
	Navigate to the eSupplier Portal and click on the Register as a Supplier link.
[image: ]

	2. 
	Select Start a new registration form. 
[image: ]

	3. 
	Select the entity type.

	4. 
	Click Next.




	5. 
	Under the Unique ID & Company Profile section, enter an Employer ID Number. The Employer ID Number could also be a Tax Identification Number (TIN) or a Social Security Number (SSN).
[image: ]

	6. 
	Enter an Entity Name. This should be the supplier’s legal name.

	7. 
	Under the Profile Questions section, click Attachment and attach a completed and signed IRS W-9 or 
W-ECI. 
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	8. 
	Specify Wisconsin agency to which services will be rendered.

	9. 
	Specify the employee contact for agency entered above.

	10. 
	For direct deposit, attach a completed electronic deposit form.

	11. 
	Click Next.




	12. 
	Enter Address information.
[image: ]

	13. 
	Click Next.

	14. 
	Click the Add Contact button.

	15. 
	Provide available contact information.
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	16. 
	Enter a Requested User ID.
[image: ]

	17. 
	Click OK.

	18. 
	Click Next. 

	19. 
	Select an address from the Invoice Address drop-down menu. 
[image: ]

	20. 
	Select an address from the Remit Address. 

	21. 
	If you wish to receive email remittance advices for payments, select the Enable Email Payment Advice and provide an email address. This is only applicable only for the ACH payment method.

	22. 
	Select a Payment Method.




	23. 
	This step is only necessary if the chosen payment method is ACH. Enter available banking information in the fields under the Supplier Banking Information section.
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	24. 
	Click Next.

	25. 
	Select a business categorization.
[image: ]

	26. 
	Click Next.




	27. 
	Enter an email to be used for communications purposes. The email provided in this email will be used to send a confirmation after a successful registration.
[image: ]

	28. 
	Select the Click to accept the Terms of Agreement checkbox.

	29. 
	Click Submit.


[bookmark: _Toc420920429][bookmark: _Toc378171611][bookmark: _Toc378171762][bookmark: _Toc378932888][bookmark: _Toc384216648][bookmark: _Toc384217510][bookmark: _Toc384217656][bookmark: _Toc402541172]TOPIC 2: HOW TO MANAGE AND ADD ADDRESS INFORMATION

[bookmark: _Toc420920430]How to Manage and Add Address Information Procedure Steps 
Scenario: As a supplier, you want to add or edit your address information. Follow the steps explained below.
	Step
	Action

	1. 
	Navigate to the eSupplier Portal.

	2. 
	Navigate to the Addresses page: Main Menu > Maintain Supplier Information > Addresses

	3. 
	Click on the Add a New Address button.
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	4. 
	Enter a Description and a value for all the highlighted fields.
[image: ]

	5. 
	Enter a Country. 

	6. 
	Input New Address Information

	7. 
	Enter City, State and Postal information.

	8. 
	Select a phone type in the Type drop-down menu.

	9. 
	Enter your phone number below Phone.

	10. 
	Click Save.





[bookmark: _Toc420920431]TOPIC 3: HOW TO ADD SUPPLIER CONTACT INFORMATION

[bookmark: _Toc420920432]How to Add Supplier Contact Information Procedure Steps 
Scenario: As a supplier, you want to add a new supplier’s contact information. Follow the steps explained below.
	Step
	Action

	1. 
	Navigate to the eSupplier Portal.

	2. 
	Navigate to the Contacts page: Main Menu > Maintain Supplier Information > Contacts

	3. 
	Click on Add a New Contact. 
[image: ]

	4. 
	Enter a Description. 
[image: ]

	5. 
	Enter a Name.

	6. 
	Enter an Email ID.

	7. 
	Select a supplier Location this contact is associated with.

	8. 
	Select a Role from the drop-down menu.

	9. 
	Select a phone type in the Type drop-down menu.

	10. 
	Enter Phone Information.

	11. 
	Click Save.



[bookmark: _Toc420920433]TOPIC 4: HOW TO VIEW SUPPLIER TRANSACTIONS (PURCHASE ORDERS)

[bookmark: _Toc420920434]How to View Supplier Transactions (Purchase Orders) Procedure Steps 
Scenario: As a supplier, you want to view supplier purchase orders. Follow the steps explained below.
	Step
	Action

	1. 
	Navigate to the eSupplier Portal.

	2. 
	Navigate to the Purchase Orders page: Main Menu > Manage Orders > Purchase Orders

	3. 
	Enter appropriate information to narrow down list of potential search results. 
[image: ]

	4. 
	Click Search.

	5. 
	Select a particular purchase order to view from the search results.





[bookmark: _Toc420920435]TOPIC 5: HOW TO VIEW SUPPLIER TRANSACTIONS (ACCOUNT BALANCES)

[bookmark: _Toc420920436]How to View Supplier Transactions (Account Balances) Procedure Steps 
Scenario: As a supplier, you want to view current account balances. Follow the steps explained below.
	Step
	Action

	1. 
	Navigate to the eSupplier Portal.

	2. 
	Navigate to the Account Balances page: Main Menu > Review Payment Information > Account Balances
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[bookmark: _Toc420920437]TOPIC 6: HOW TO VIEW SUPPLIER TRANSACTIONS (INVOICES)

[bookmark: _Toc420920438]How to View Supplier Transactions (Invoices) Procedure Steps 
Scenario: As a supplier, you want to view invoices. Follow the steps explained below.
	Step
	Action

	1. 
	Navigate to the eSupplier Portal.

	2. 
	Navigate to the Invoices page: Main Menu > Review Payment Information > Invoices




	3. 
	Enter appropriate information into the displayed fields to narrow down potential list of invoices.
[image: ]

	4. 
	Click Search. 

	5. 
	Select a particular invoice to view from the search results.




[bookmark: _Toc420920439]TOPIC 7: HOW TO VIEW SUPPLIER TRANSACTIONS (PAYMENTS)

[bookmark: _Toc420920440]How to View Supplier Transactions (Payments) Procedure Steps 
Scenario: As a supplier, you want to view payments. Follow the steps explained below.
	Step
	Action

	1. 
	Navigate to the eSupplier Portal.

	2. 
	Navigate to the Invoices page: Main Menu > Review Payment Information > Payments




	3. 
	Enter an Invoice Number or Payment Reference (payment number or ACH remittance number).
[image: ]

	4. 
	Click Search. The payment(s) associated with the invoice number will now be displayed. 



[bookmark: _Toc420920441]TOPIC 8: HOW TO SET UP ACCESS FOR USERS

[bookmark: _Toc420920442]How to Set Up Access for Users Procedure Steps 
Scenario: As a supplier, you want to set up PeopleSoft access for users. Follow the steps explained below.
	Step
	Action

	1. 
	Navigate to the eSupplier Portal.

	2. 
	Click on Create New User Accounts.




	3. 
	Enter Supplier ID.
[image: ]

	4. 
	Enter a Tax Identification Number (TIN). This could also be an EIN or SSN.

	5. 
	Enter a Requested User ID. 

	6. 
	Enter a Password. 

	7. 
	Enter the password again in the Confirm Password field.

	8. 
	Enter an Email ID. 

	9. 
	Accept the Terms of Agreement.
[image: ]

	10. 
	Click Submit. 
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