UPDATING SUPPLIER PROFILES WITH UNSPSCs

All events in eSourcing are classified using category codes from the UNSPSC (United Nations
Standard Products and Services Codes) codeset. Suppliers are invited to view and participate in
eSourcing events according to the UNSPSC category codes they have selected.

When updating company information, eSourcing allows users to look up UNSPSCs from a pre-
defined table. Suppliers may add or delete category codes at any time. Currently, category
codes in eSourcing consist of the first six digits of the UNSPSC followed by two zeros.

eSourcing does not recognize the full 8-digit UNSPSC.

Begin by navigating to the Ohio Supplier Portal Sign-On Page:
www.ohiosharedservices.ohio.gov

Ohio.gov

Ohio Shared Services

a division of the Ohio Office of Budget and Management

HOME ABOUT US OUR SERVICES SUPPLIERS CONTACT US

Past Due Receivables

Ohio Shared Services, a division of the Ohio Office of Budget and Management, is a
business processing center that processes common administrative transactions for state
agencies and business suppliers, with an emphasis on efficiency and customer service.

New Suppliers

The cornerstone of Ohio Shared Services is Service First, a customer service philosophy
woven within the organization, which is fundamental in setting the standard for business
processing within the State of Ohio.

Supplier Forms
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Travel and Expense

Ohio Shared Services partners with agencies through consolidated management of
business activities, including accounts payable, travel and expense reimbursements,
supplier management, enterprise content management and contact center assistance.

Through these partnerships, Ohio Shared Services focus is to deliver a single,
standardized approach for processing all business transactions. This standardization is
done in an effort to bring cost savings through efficiency, therefore, enabling state
agencies to focus on their core mission while allowing Ohio Shared Services to grow as
a best-in-class, high-performing organization.

Ohio Shared Services
A Division of OBM

Step-by-step
1. Click the eSupplier (Supplier Self-Service) link:

State Agencies | Online Services

Search the 0SS website

OFFICE OF BUDGET AND MANAGEMENT

:

Learn more about
Ohio Shared Services

Travel Announcements

The FY 2015 CONUS rates for meal
per diem and lodging reimbursement
are now available. To access the
GSA website, Click here

- OBM Forms
- Ohio Business Gateway

- Supplier EFT Payment Status
- The Source
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UPDATING SUPPLIER PROFILES WITH UNSPSCs

Favorites ~ ‘ Main Menu ~ -

Home

Q;'@ Financials Ohio Supplier Portal Sign-On Page

Login Image c 0¥  Lugn

Welcome to OAKS

Please login below to view your company information, currently on file with the State of Ohio, view payment information, and view and
place electronic bids. If you are a State of Ohio Supplier (formerly Vendor) and do not have login credentials, please contact the Ohio
Shared Senvices, Contact Center, at 1-877-644-6771

Medicaid providers and/or Lottery Winners click here
UserID

Password

Sign In

Supplier Instructional Guides (Job Aids)
Register as a Supplier

Click here to register as a supplier and
to access bid opportunities

Find out if my company is registered
| forgot my password

OQAKS is a State of Ohio Computer system, which may be accessed and used only for official state business by authorized personne
Unauthorized access or use of this computer system may subjectviolators to Criminal, Civil, andior administrative action

Help Desk <

Ifyou need assistance or have any questions, contact Ohio Shared Services by any of the following Methods:

E-mail: OhioSharedSemvices@ohio.qov
Phone: 614-338-4781 or 1-877-0HIO-551 (877-644-6771)

Hours of Live Support

8am - 5pm Monday - Friday
Unavailable Saturday and Sunday
and State observed holidays

System Availability:
6am - Midnight
Unavailable Sundays

2. Enter your User ID and Password.
3. Click the Sign In button.
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Search:
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Maintain Supplier Information
Manage Events and Place Bids
Reporting Toals
PeopleTools
Wiew Terms & Conditions
Change My Password
My Personalizations
My System Profile

4. Click on the Maintain Supplier Information link.

hic % OBM 2 Revised:2/1/2016

Service - Support - Solutions K'}
O >



UPDATING SUPPLIER PROFILES WITH UNSPSCs

Fawries=  Main Menu~ > Maintain Supplier Information -
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Home | AddtoFavorites | Sign out

Maintain Supplier Information

ﬁ] Maintain Supplier Information

Maintain and update supplier information.

5. Click on the Maintain Vendor UNSPS Codes link.

Focdtes | ManMeous + Mantan Suppher infomation = + Mantan Vesdor UNSPS Codes

Home  AddleFaorms  Sign out
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Maintain Vendor UNSPS Codes

Erfier any wformation you have and cAck Semth Leave Sebas 2ank 55¢ & Dst of 38 vatues
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Fing an Existng Valoe | A3 2 New Value

6. Click onthe Add a New Value tab. If you have registered codes, click on the Find an
Existing Value tab.
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Favorites — ‘ Main Menu~ > Maintain Supplier Information ~ > Maintain Vendor UNSPS Codes

P Home Add to Favorites Sign out
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New Window | Persanalize Page | 7
Maintain Vendor UNSPS Codes

Supplier ID 0000067972 SIGNATURE _6

Personalize | Find \@ | First' &' 1 of 1 &/ Last

SIC Type SIC Code Parent SIC Code Description
1 UNSPSC @, F =
Save || Refresh 5+ add || 2] Updateiisplay

7. Enter the UNSPSC in the SIC Code field and hit Enter on your keyboard.

Favorites = | Main Menu~ > Maintain Supplier Information = > Maintain Vendor UNSPS Codes
Home Add to Favarites Sign out
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Mew Window | Persanalize Page | T

Maintain Vendor UNSPS Codes

Supplier ID 0000067972 SIGNATURE _6

Personalize | Find \@ IE First'4' 1 0f 12 Last

SIC Type SIC Code Parent SIC Code  Description
1 UNSPSC F2153FUU J 72000000 Parking facility construction and equipment installation and maintenance and repair services [+ [=]
Save | &% Refresh 5+ add || Z Updatemisplay

0 Go to www.unspsc.org to search for product or service codes.

e The magnifying glass next to the SIC Code field can be used to search for UNSPSCs.
Ensure the UNSPSC ends with “00.” If the entered code does not end with “00,” replace
the last two numbers of the code with “00.”
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UPDATING SUPPLIER PROFILES WITH UNSPSCs

e To add or delete additional codes, click the add a new row =l icon or the delete row =
icon located to the right of the description field.

8. Click the Save button.

Additional Job Aids are located on the FIN Home page on myOhio.gov. Alternatively,
search the OAKS FIN Online Process Manual or contact the Ohio Shared Services Service Center at 877-644-6771
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