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NOTES ON USING THIS GUIDE.

e This reference assists existing suppliers of the State of Wisconsin in setting up an eSupplier Portal account to view their
transactions and to submit requests to maintain their supplier information.

e To complete registration, you will need your 10-digit supplier ID assigned when you were approved as a supplier and your
Tax Identification Number (TIN).

e This document explains how to establish a State of Wisconsin WAMS user account, request eSupplier access, and submit
requests for updates to your supplier information.

Notice: You must have a State of Wisconsin WAMS user account before you can register to access the eSupplier Portal. This
account is key to doing secure business with the State of Wisconsin online. You may have previously set up a WAMS user account
to access other business applications for business with the State. If you don’t have a WAMS user account, you will be directed to
create a WAMS user account as you REQUEST ACCESS TO THE WISCONSIN ESUPPLIER PORTAL starting on the next page.

If you already have a WAMS user account, you will be able to skip the WAMS user account set up steps.
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REQUEST ACCESS TO THE ESUPPLIER PORTAL

» Step 1: Navigate to: eSupplier.wi.gov

™ = B Homepage * ‘+ ~

S 1 https://eSupplier.wi.gov

@

L iscorsin esupplie v eSupplierBidder Portals

Announcements Wisconsin Bidder Portal

Wisconsin Bidder Portal
No Announcements

» Step 2: Click on the Wisconsin eSupplier Portal tile.

i

Wisconsin eSupplier Portal

» Step 3: Click on the User Registration tile.

User Registration

View Registration Options.

» Step 4: Once at the Request Supplier Access page, choose the More hyperlink to reveal and review the instructions.

& https://eSupplier.

< Wisconsin aSupplier Portal

Request Supplier Access

0 Click here to request your User ID for i
W
s

» Step 5: After reviewing the instructions, click the Register now button.

CICK TIETS 10 TeqUeasT your g

I iy More

Register now

> Step 6: A pop-up window titled “Request Supplier Access” will be displayed. If you already have a WAMS user account
(“WAMS ID”) proceed to step 17 found on page 7. If not, click the Create your WAMS ID link found in the lower middle
portion of the page to go to the WAMS site and create your WAMS user account.

Create your WAMS ID
Forgot your WAMS |D and/or password?
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SET UP A WAMS USER ACCOUNT

You may have previously set up a WAMS user account to access other business applications for business with the State of
Wisconsin. If you already have a WAMS user account, skip to step 17 on page

» Step 7: Once you have reached on.wisconsin.gov/WAMS/SelfRegController by clicking the Create your WAMS ID link as
shown on page 3, step 6, scroll through the terms and when ready, click the Accept button at the bottom of the page

[ GYRT 740 N

Development Test Image. Data entered is NOT permanent. For a:

» Step 8: Fill in the required Profile Information including (required fields have an asterisk to the right of the field)
R .

First Name
e Last Name
e E-Mail

Profile Information

First Name
Middle Initial

Last Name
Suffix

Example: usemame@host.domain

» Step 9: Fill in the required Account Information including
e User ID (of your choosing)

Password (of your choosing)

e Re-enter Password

Account Information

Your User ID must be between 5-20 characters and CAN be a combination of letters and numbers. Your
Password must be between 7-20 characters and MUST contain a combination of letters and either

numbers or special characters (except the @ sign). User IDs and Passwords are case sensitive
User ID

I
Password
Re-enter -
Password

» Step 10: Fill in the required Account Recovery fields including:
e Secret Question

e Answer to Secret Question

Account Recovery

Compose a question and answer for account recovery purposes. Guideliues
Secret Question

Secret Question
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» Step 11: Press the Submit button at the bottom of the page.

Development Test Image. Data entered is NOT permanent. For assistance send an e-mail to WAMS Development Support

» Step 12: Click OK if correct or cancel if incorrect (then correct your email entry).

Please verify that your email address is correct.
You will be unable to complete the Self-Registration process if your e
mail address is not correct

Dean.Mieske@Wisconsin.gov

| If this is your correct e-mail address, click <OK> to continue

If this address is incorrect, click <Cancel> to return to self-registration

Kl -

Ly

and correct your e-mail address.

» Step 13: Be sure you see this self-registration verification screen, notifying you the form has been submitted properly. (The
notice reads: “You are now ready to proceed to Part Two ...”) If you don’t see this notice immediately after pressing OK in the
previous step, go back and start over with WAMS Step 1 (on page 3, step 1.)

Y \WisconsinGov

Wisconsin User ID

Self-Registration

on the Web link contained

» Step 14: You must activate your WAMS user account before you can use it to log in. To activate your account, check your
email inbox for a verification email and click on the web link in the email within 5 minutes (after 5 minutes you would need to
re-submit the form for a new link).

State of Wisconsin Self-Registration.

) . ) Reply | %3 Reply Al —% Forward
o WAMS@wisconsin.gov 2 ery ) Reply o
Wed 9/2/2020 4:33 PM

Follow the instructions in this email to activate your WAMS account. Your Wisconsin User |D and password are your keys for doing secure business with
the State of Wisconsin over the Internet, They should be considered as important as your signature, Do not share your Wisconsin User ID or password
with anyone, You are the only person who will know your password, It is your obligation to protect these by keeping them confidential,

If you did not request a Wisconsin User ID and password, please disregard this email. If you do nothing, this account will be automatically deleted after
four days.

To activate your account, click on the web link below. Once the login page is visible in your Internet browser, you will have 5 minutes to activate your
account by entering your Wisconsin User |1D and password.
http:/fuaon.wisconsin.gov/WAMS/AAZRSAction=AAZAAID=2MzMGMMGGuMizuzii
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» Step 15: Log in to WAMS using the login screen that opens. Enter the User ID/password you set up for WAMS and then press
the Login button.

Q\X/ISCONSIN.GO\/

= Account Activation - Final Step
[ L '- i Please log In

Hﬂ% ATTENTION: You have sgprcaimately 5 minutes to antar your User [d & Password cormactly, If you have et comectly entered it within that time frame. you will need to go back to the self registraticn smail message
elp@wisconsingov and click on the web ik again.

User ID: |
Password:| T

» Step 16: Verify that the Self-Registration Congratulations message appears. This finalizes WAMS user account registration.

O WisconsinGov

Wisconsin User ID

Self-Registration

ully created and activated your Wisconsin Login Account. Yo
e of Wisconsin Web application to whic are granted righ

NOTE: If you just completed WAMS registration, eSupplier Portal User Registration must still be completed! Return to the
eSupplier Portal registration form. (The browser window should still be open.) (see page 7, step 17).
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» Step 17: Enter your Supplier ID.

Supplier List (&

*Supplier ID; *Tax Identification Number

Add

> Step 18: Enter your supplier’s Tax Identification Number (TIN). (The add button is used to add a second supplier ID & TIN as
necessary.)

Supplier List @

*Tax Identification Number

Add

» Step 19: Enter your WAMS User ID. (You will see your WAMS User Name and the email you provided to WAMS populate
automatically. These fields are view only and not able to be changed.)

WAMS User Account Information )

"WAMS User ID

“WAMS
Password

»  Step 20: Enter your WAMS password.

WAMS User Account Information @

“WAMS User ID

*WAMS
Password

» Step 21: Click the Terms of Agreement hyperlink and read the terms.

Terms and Conditions @
Iviake sure you read terms of agreement fully before submitting your registration

[J Select to accept the Terms of Agreement below.

Terms of Agreement
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» Step 22: Select the check box to indicate acceptance of the Terms and Conditions.

Terms and Conditions @

IViake sure you read terms of agreement fully before submitting your registration.

I ) Select to accept the Terms of Agreement below. I

Terms of Agreement

» Step 23: Click the Submit button.

[J Select to accept the Terms of Agreement below.

Terms of Agreement

Submit

> Step 24: Click the OK button when you receive a “New User Profile has been submitted for Approval” notice. Once you click
OK, your request for eSupplier Portal access has been submitted to the Wisconsin State Controller’s Office.

‘'erms of Agreement below.

» Step 25: Check the email account that you used for your WAMS user account setup. Verify that you have received the
eSupplier User Account Registration approval email. Once you have received it, you will be able to sign in to the eSupplier
portal. (You can expect the email within about 1 business day after completion of your eSupplier registration request.)

State of Wisconsin Supplier User Account Approved

€y Re R =3 By
o DOAnoreply FNTST@wisconsin.gov 3 Reply 2 Reply Al 7 Forerd

Wed 5/2/2020 4:40 PM
Congratulations
Your user creation request has been approved. Your user profile has been created in our system for XYZ Supply, Inc.

Please use the following link to enter your credentials and log in to the portal.
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SIGN IN TO THE ESUPPLIER PORTAL

» Step 1: Navigate to: eSupplier.wi.gov.

B wisconsin eSupplier Portal x o+
« C & https://eSupplier.wi.gov
< eSupplier/Bidder Portals

Announcements

No Announcements

Wisconsin eSupplier Portal

User Registration

ja

View Ragistration Options.

FAQs | Contact Us

koy

Get halpful information hare.

>  Step 2: Click the eSupplier Log In tile.

eSupplier Log In

i

» Step 3: Enter your WAMS ID and WAMS Password in the log in box that pops up, then click Sign In.

eSupplier Log In x
wwsusero [ ]
WAMS Password

s
Forgot your WAMS ID and/or password?

Terms of Agreemen

» Step 4: If you are signed in and have access to Wisconsin eSupplier Tools after the previous step (see below left), you have
completed the registration and sign in process with standard security access. No more steps are required. See help on page 14
for more information about how to use standard security access to the eSupplier site. However, if the security code sign in
box appears (see box on right), more steps are required since you have higher, change-level security access. (Continued on

the next page.)

B Homepage x 4+
< cC a
A

https://eSupplier.wi.gov
Wisconsin eSupplier

Announcements

No Announcements

' Wisconsin eSupplier Tools

Purchase Orders

View PO Information

FAGs | Contact Us

Agency Contact List

S -

Gt helpful information hare

Invoice Inquiry

| L.
eSupplier Log In x
A security code has been sent to your email (""" ske@Wis™ """ )
If this emall does not match your WAMS emall or you are not recelving the

emall, please contact 1.gov for
Please enter Securlty Code below. If you close the log In window, you will have
10 start over at the eSupplier Login Tiie.

Security Code

Re-enter Password

NOTE: Certain users with change-level security access at supplier companies are allowed to view supplier information in more detail
and submit requests to update their company’s information on file with the Wisconsin State Controller’s Office.

Page 9




Wisconsin eSupplier Portal

Suppliers Reference

» Step 5: If you have access to submit change requests on behalf of your business, you will automatically be emailed a security
validation numeric code after you clicked “Sign In” in Step 3 (explained on the previous page). The email is typically generated
within about one minute after the completion of Step 3.

Your Requested Wisconsin eSupplier Security Code

= ;o
o DOAnoreply FNTST@wisconsin.gov D Reply D Reply Al —> Forward
Wed 0

Your requested security code is 06216313

» Step 6: Enter the code without delay in the Security Code field.

eSupplier Log In x

A security code has been sent 1o your email (" sKe@Wis™ ]
If this emall does not match your WAMS email or you are nol receiving the
emall, please contast
Please enter Security Code below. If you close the Iog Iﬂ wlnduw you will have

to start over at the eSupplier Login Tlle.
I Security Code I

» Step 7: The, re-enter your (WAMS) password.

10 start over at the eSupplier Login Tile

Security Code

I Re-enter Password I

sign In

»  Step 8: Click Sign In.

Re-enter Password

> Step 9: If you have successfully signed in with change-level security access, you will be taken to the Wisconsin eSupplier Tools
page that includes various supplier references and the Supplier Change Request button.

[ —— LI
& < & https://eSupplier.wi.gov a4 =H o »@:
= Wisconsin aSupplier Tools
Purchase Orders

HNe Annduncements

Wiew PO Infammaticn

Supplier Change Request Supplier Review

ot haiphd Infommation hars
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SUBMIT A REQUEST TO UPDATE SUPPLIER ACCOUNT INFORMATION

NOTE: Suppliers with change access are able to maintain their organization’s profile, address, contacts, and payment profile. To

update your information take these steps.

information.

NOTICE: To submit a request for this access level, please contact the Wisconsin State Controller’s Office at
wivendors@wisconsin.gov. Once access to submit Supplier Information Change Requests has been provided, follow
the steps starting on the next page to complete two-factor authentication sign-on and complete the necessary steps to
submit change requests for updates. Be aware that companies with change request-level access must have at least
two (2) active users of the Wisconsin eSupplier Portal as both parties will be notified of requests to change supplier

» Step 1: Click on the Supplier Change Request tile after signing in to eSupplier.

Supplier Change Request

o=\

=2

> Step 2: To make an update, select a specific page using the page menu. You can also use the Next button to review all of your

data, page by page.

x

€ ¢ &

Welcome William Marks

= (=1

Payment Profile

Save for Later

+ Previous

NOTE: On each page, wherever there is a “?”, click on it to view more information on that section.

» Step 3: On the Company Profile page, to update items such as your IRS W-9 or W-ECI documents, choose Add/View

Attachments.

{=iProfile Questions (@

“Attach Completed & Signed IRS W-9 or W-ECI

Attachments (1)

» Comments (@

Add/View Attachments

NOTE: The most common error is not attaching an IRS W-9 when no electronic IRS W-9 is on file with the state.

» Step 4: Click the Add Attachments button to upload an updated document or add a new document

Attachments

" Q
Attached File

1 1089_UPDATE_FOR_2018.pdf

Add Attachments

| ook Cancel

Attachment Description

Upload

Upload

______
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» Step 5: Click the Upload button.

iIment Description Upload View Remove
uploaa view N

Upload View 0

» Step 6: Click Choose File.

File Attachment  x

I Choose File | No flle chosen

Upload | Cancel

> Step 7: Navigate to the file on your computer and click on it. Click Open. The name of the file appears under File
Attachment.

File Attachment  x
Help

Choose File | 1089_UPDA ..R_2020.pdf

Upload = Cancel |

» Step 8: Click the Upload button.

File Attachment x
Help

Choose File | 1089_UPDA ..R_2020.pdf

Upload = Cancel

» Step 9: Click the OK button.

2 1099_UPDATE_FOR_2020.pdf

Add Attachments |

—— -
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» Step 10: Verify that the change has been staged under the Change Action and Change Effective Date columns. You will see
Add under Change Action and the date of the change under Change Effective Date.

Name Address Change Action ﬂ;‘e““e Effective Edit

Alex Fox I'd

Pharma Collections Team I'd

Darius Wood XYZ Supply, Inc. Add 08/10/2020 &
| Add New Contact |

» Step 11: To submit all pending changes, go to the Submit page by clicking Submit.

@ Ioitiste Suppiier Change x [

&« c https://eSupplier.wi.gov

Review and Submit XYZ Supply, Inc.

< lisconsin eSupplier Tools

= = = =] =
Welcame Company Profile Addresses Contacts Payment Profile Submit
Exit | save for Later <Previous | Next »

» Step 12: You can click Review to review all the changes in a summary view.

Confirm Changes

Review Withdraw Submit

| Exit Save for Later «Previous | Next »

» Step 13: Once you have confirmed all changes, select an Audit Reason from the drop-down list. While not required, you can
fill in any comments as appropriate to explain the reason for the changes.

*Audit Reason Supplier-OtheriMultiple -
Code

Comments  Added new Account Manager contac]

221 characters remaining

» Step 14: Click the Confirm Changes check box. The Submit button becomes available.

Comments  Added new Account Manager contac]

221 characters remaining

Confirm Changes

Review Withdraw Submit

» Step 15: Press the Submit button to send the change to the Wisconsin State Controller’s Office for approval.

Comments  Added new Account Manager contac]

221 characters remaining

Confirm Changes

Review Withdraw Submit
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GETTING HELP

» Step 1: Navigate to: eSupplier.wi.gov

(=] Ei.unmpagq *
R

[ & https://eSupplier.wi.gov

‘s Wisconsin eSupplier  eSupplier/Bidder Portals

Announcements Wisconsin Bidder Por

No Announcements

»  Step 2: Click the Wisconsin eSupplier Portal tile.

Wisconsin eSupplier Portal

il

» Step 3: Click the FAQs/Contact Us tile. FAQ topics and questions will be in this tile. If your question cannot be answered by
any of the FAQs, click on the Contact Us hyperlink. Send an email to the appropriate email.

FAQs | Contact Us

®

Get helpful information here.
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