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OSN Training
Module Overview - Getting Started Suppliers

Objectives
The Getting Started module will guide a user through the following tasks and provide the user with knowledge to execute these tasks independently.

· Navigation

· How to login using a predefined username and password

· How to move within OSN
· How to request password to be reset
· How to determine a forgotten username

· Preferences

· How to change password

· How to change email style (preference)
· Notifications

· How to view and respond to notifications

· How to view and respond to many notifications
· How to view the worklist
· How to filter the worklist

· How to view the worklist of another user
· How to create vacation rules

· How to update vacation rules

· How to grant worklist access

· How to update worklist access

· How to delete worklist access
Audience
Users are categorized into two types:  external and internal.  External users are supplier users while internal users are Oshkosh Corporation employees.
· External Users
· Supplier Administrators
· Suppliers
Policies, Procedures and Standards
Please adhere to the below noted policies, procedures and standards when using the OSN application.
· Web Browsers
OSN can be launched and ran using the below noted web browsers:

· Internet Explorer – versions 6, 7 or 8
· Mozilla – versions 2
· Usernames
· All external user names should be the supplier contact’s work email address.
· Use the Login Assistance link on the login page if you have forgotten your username.  You will receive an email containing your username.  If you do not receive the email within 15 minutes, contact your Supplier Administrator for assistance.
· Passwords

· Initial passwords will be sent in an email.
· Each user will be prompted to modify their initial password at first login.

· All passwords will follow the established Oshkosh password policies.  
· All passwords are case sensitive

· All passwords shall be a minimum of 7 characters in length.
· Passwords shall automatically expire after 60 days.
· Passwords shall consist of a combination of alphanumeric characters
· Use the Login Assistance link on the login page if you have forgotten your password.  You will receive an email containing instructions to reset your password.  If you do not receive the email within 15 minutes, contact your Supplier Administrator for assistance.
· Responsibilities

· External Users

· Supplier Administrators will be granted the ISP_OSHCorp_Supplier_Admin responsibility

· All other supplier users will be granted the ISP_OSHCorp_Supplier responsibility

· OSN Navigation
· To navigate in OSN DO use OSN navigation tools.  DO NOT user the browser buttons.  Using browser buttons to navigate in OSN WILL cause errors.
· OSN Navigation Tools

· Tabs


· Sub-Tabs


· Hyperlinks


· Buttons


· Icons


· List of Values (LOV)

· Icons

· Flashlight - Search

· Trash Can - Delete

· Pencil – Update

· Two Arrows – Split Shipment
· Email Style Preference
· This preference controls if you receive your notification via email (in addition to seeing them displayed in OSN).

· Options – there are several option that can be selected when choosing your email style.  The selection that is chosen should depend upon your personal preference as well as the capabilities of your email application.  However, to properly and accurately respond to a notification via email you should choose HTML mail with attachments (the default and standard).  

· OSN provides the functionality to respond to notifications via the email received.  However, this functionality is heavily dependent upon the email application being used.  Thus, we strongly recommend that all users respond to notifications via OSN instead of via the email.

· Should you want to respond to notifications via email, we strongly encourage you to first ensure that your email application and email style preference are working appropriately.  To test this….
· Respond to an email notification

· Log into OSN and ensure that the notification is closed with the response as performed in the email response
· Default and Standard by User Type

· External Users – HTML mail with attachments

· To receive notifications via email set your Email Style = HTML with attachments

· To NOT receive notifications via email set your Email Style = Do not send me mail.

Additional Comments
· Review each module overview before proceeding with each training session.

· Refer to the glossary for the definition of unfamiliar terms.
· To move to the next step during the training session, press the Enter key on the keyboard.
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