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OSN Training
Module Overview – Supplier Admin

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

· General
· How to view General supplier information
· Organization
· How to view Organization supplier information
· ERP Supplier Number
· How to view supplier Address
· How to update supplier Address
· Contact Directory
· How to view a supplier Contact
· How to remove a supplier Contact

· How to update a supplier Contact

· How to update the Address associated with a supplier Contact

· How to update the Divisional Units associated with a supplier Contact

· Business Classifications
· How to view Business Classifications

· Surveys
· How to view a Survey

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
Policies, Procedures and Standards
Please adhere to the below noted policies, procedures and standards when using the OSN application.
· Organization Data Entry
· Although DUNS Number is currently the only required field on the Organization page, we strongly encourage the data entry and maintenance of all data on this page.
· The Supplier Administrator is responsible for maintaining the data on this page.

· Supplier contacts will contact the Supplier Administrator with questions or concerns about the data contained on this page.

· ERP Supplier Number
· The ERP Supplier Number tab grants access to the Address Book page or list of supplier addresses to which Oshkosh may send purchase orders and payments.
· The Address Name value is the ERP Supplier Number.

· The Supplier Administrator is responsible for maintaining the data on this page.

· Supplier contacts will contact the Supplier Administrator with questions or concerns about the data contained on this page.

· The value of NA was entered into the County field by your Portal Administrator.  Be sure to correct this value to represent the accurate county.

· Standard naming conventions should be used when updating addresses.

· The values entered in the Address Line 1, Address Line 2, Address Line 3, Address Line 4, City, State and Country fields should be in mixed case (upper and lower case letters).

· Avoid the use of commas, periods and other punctuation.

· Abbreviations should be avoided, but can be used to fit a long value in the specified field.

· Abbreviations should be used in the State and Country fields.

· Acceptable abbreviations can be found in the Abbreviations.xls file.

· Address Line 1, City and Postal Code are required fields.

· Oshkosh strongly encourages the entry of all address fields to facilitate communication.
· Usernames

· All external user names should be the supplier contact’s work email address.

· Users should utilize the Login Assistance link on the login page if you have forgotten your username.  They will receive an email containing their username.  If they do not receive the email within 15 minutes, they will contact the 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

· Users should utilize the Login Assistance link on the login page if you have forgotten your username.  They will receive an email containing instructions to reset their password.  If they do not receive the email within 15 minutes, they will contact the Supplier Administrator for assistance.
· Contact Directory
· The Contact Directory tab grants access to the Contact Directory page or list of supplier contacts to which Oshkosh may send correspondence, such as purchase order notifications to request acknowledgment and changes.
· The Supplier Administrator is responsible for maintaining the data on this page.

· Supplier contacts will contact the Supplier Administrator with questions or concerns about the data contained on this page.

· The Supplier Administrator can also create user accounts for the contacts when creating or updating the contact.

· Standard naming conventions should be used when creating and updating contacts.

· The values entered should be in mixed case (upper and lower case letters).

· Avoid the use of commas, periods and other punctuation.

· Abbreviations should be avoided, but can be used to fit a long value in the specified field.

· Abbreviations should be used in the State and Country fields.

· Acceptable abbreviations can be found in the Abbreviations.xls file.

· Phone numbers should be entered in the 111-1111 format.

· Job Classification, First Name, Last Name, Job Title, Email Address and US Citizen are required fields.

· Oshkosh strongly encourages the entry of all contact fields to facilitate communication.

· Updates made to existing contacts require acceptance by the Portal Analyst.

· The Status column will equal Change Pending until the Portal Analyst accepts the change that was made.

· A Check in the User Account column indicates that the contact has a user account (login access) to OSN.  Contact your Supplier Administrator to create a user account.
· Care should be taken when removing (entering an Inactive Date) for the contact.  Removing a contact does NOT remove (place an inactive date) on the contact’s associated user account.

· To remove a contact, enter an Inactive Date on both the user account AND contact.

· User Account Information
· This section of the Update Contact or Create Contact page will allow the Supplier Administrator to create and maintain user accounts for each of the contacts.

· When creating a new user account, the system will automatically default the Email Address as the Username.

· In cases where the system does NOT automatically default the email address as the username…be sure to enter the email address as the username.

· When creating a new user account, the system will automatically default the responsibility of ISP_OSHCorp_Supplier as checked, thus assigning this responsibility to the contact.
· The ISP_OSHCorp_Supplier responsibility allows a supplier user to view purchase orders, receipts, invoices, payments and planning schedules.  Additionally, it allows a supplier user to respond to notifications, request and accept changes to existing purchase orders, acknowledge purchase orders, enter and maintain advance shipping notices (ASN), and maintain contact information such as email addresses.
· The ISP_OSHCorp_Supplier_Admin responsibility should only be given to contacts that will fulfill the role of Supplier Administrator.

· The ISP-OSHCorp_Supplier_Admin responsibility allows a supplier user to maintain contact information and external supplier users.
· Supplier Restriction should automatically default for the supplier.

· Site Restrictions MUST be entered by the Supplier Administrator for EVERY contact, regardless of the number of supplier sites (ERP Supplier Numbers).

· Contact Restrictions should NOT be entered for ANY contact.

· Care should be taken when removing (entering an Inactive Date) for the user account.  Removing a user account does NOT remove (place an inactive date) for the contact.

· To remove a contact, enter an Inactive Date on both the user account AND contact.
· Reset Passwords
· The Supplier Administrator is responsible for resetting passwords.

· Click the Reset Password checkbox in the User Account Information section of the Update Contact page.

· The user will receive an email indicating that their password has been reset and what their new password is.

· The user’s email style MUST be set to receive emails in order to receive password has been reset email.
· Business Classifications
· The Supplier Administrator is responsible for maintaining the data on this page.

· Supplier contacts will contact the Supplier Administrator with questions or concerns about the data contained on this page.

· Surveys
· This page is currently not being used.  Stay tuned for future use of this page.

· The Supplier Administrator is responsible for maintaining the data on this page.

· Supplier contacts will contact the Supplier Administrator with questions or concerns about the data contained on this page.

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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