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New Supplier Registration

Introduction

The MetroHealth System has an electronic Supplier Portal platform where bid events and responses are
processed and communicated electronically. The Supplier Portal is a self-service web portal utilized by
suppliers who wish to provide goods or services to the MetroHealth System.

The MetroHealth System supplier portal website is available 24 hours a day, 7 days a week. From time to
time, access to the portal or to specific information and/or documentation within the portal. To allow
ample time to respond to events, bid events will remain for a minimum of 14 days on the supplier
portal. Suppliers are encouraged to revisit all events to which they intend to respond 1 day prior to their
due date.

All event responses must be submitted electronically to the portal well in advance of the close date and
time of day specified the event. Our server will be the official source for the time of day. Responses to
events received via any other format (i.e. via email) will not be accepted, nor considered further, for
evaluation.

Registration and Login to the Supplier Portal

To register or login to the Supplier Portal, click here or copy and paste the following URL into your
browser:

https://metrohealthprod-
ImO1.cloud.infor.com:1442/Imscm/SourcingSupplier/html/SourcingSupplier?csk.SupplierGroup=MHS&c
sk.CHP=LMPROC

Need Assistance

Questions regarding registration on the Supplier Portal can be sent to purchasing@metrohealth.org. We
can also be contacted via phone at (216) 957-3761.

For Password resets, Click Contact Us from your company home page in the Supplier Portal or email
purchasing@metrohealth.org.

infor Supplier Portal v

@  Events v  Forgot User Name  Contact Us elp

Events Supplier Portal Links

B“’Ws: Open Events The Supplier Portal facilitates the exchange of information between a buying organization and its suppliers. Benefits of the application include:
Search Events

alth System Supply Chain
Supplier Portal Guide
The MetroHealth System Purchase Order
Terms and Conditions

« Self-service supplier registration and accou
= Support for multiple commodity codes per supplier and contact

« Improved communication via messages, including support of electronic attachments
« Document upload capability

« Enables data to be accessible in one location
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Register on the Supplier Portal

To access the MetroHealth System Supplier Portal, click here or copy and paste the following URL into

your browser:
https://metrohealthprod-
Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/html/SourcingSupplier?csk.SupplierGroup=MHS&c

sk.CHP=LMPROC

Click the “User” icon at the top right side of the page and select “Register”.

- 80| seuch. o~

im0 cloud.infor.com:1442/Im:

DOE
B Supplier Portal n
e Gt View Fortes Toos Hep

s E)Newprod 5) nfor (7] hitps--metroheakthclelo... ) Epic &) Lawson

infor Supplier Portal v

@  Events »  Forgot User Name

Supplier Portal

Browse Open Events The Supplier Portal facilitates the exchange of information between a buying organization and its suppliers. Benefits of the application include:
Search Events ‘The MetroHealth System Supply Chain
« Self-service supplier registration and account maintenance Supplier Portal Guide
Metrotealth System Purchasing Terms and

« support for multiple commodity codes per supplier and contact
« Improved communication via messages, including support of electronic attachments
« Document upload capability

« Enables data to be accessible in one location

Announcements
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Terms and Conditions

After reviewing the terms and conditions of registering with The MetroHealth System, check
Accept Terms and Conditions.

mous Anonymous  OF

Supplier Registration
}

In consideration of your use of our site, you agree to provide true, accurate, current and complete information about your organization as prompied by the regisiration requests and maintain and promptly update the regisiration data to keep it frue, accurate, current and complete. You willreceive a password and a supplier identifcation number
upon completion of the regisiration process. You are responsible for maintaining the confidentialty of the passviord and account and are fully responsible for all actvities that occur under your password or account You agree to immediately notify MetroHealth of any unauthorized use of your password or account, or of any other breach of security,
and ensure that you exit from your account at the end of each session. You are entirely responsible for all content that you pload, post, email ransmit or through Metro portal

Registration on our ste does not guarantee you will be nolified automatically of every bidding opportunity or guarantee you will be awarded any business with MetroHealth. You understand that any goods or services that MetroHealth ultimately may purchase from your organization shall be subject o MetroHealth's Purchase Order Terms and
Condiions, or other terms and conditions mutually negotiated between MetroHealth and your organization. MetroHealth's current Purchase Order Terms and Conditions are available online at hitps:/www metrohealth org/supply-chain-management

forth by the Ohio Revised Code, ORC § 307.86 et seq

Previd Next >

Click Next to proceed.



Contact Information

Complete the required fields to create a login and primary contact for your business.

& Anonymous Anonymoss GF

Supplier Registration
Ters And Conditions 4 Contact Information Company Information

Become A Supplier - Create An Account

* Confirm Passwo

Enter Information About Yourself

= Bt (international prefx, phone number, extension)
= Bt (international prefx, phone number, extension)
= 2 (international pref, fax number, extension)

‘You will be set to receive email notifications; use update account information to change flag

Don't have an emai address? Create one here: ~ Create Email Address

* = Required

< Previoi Next >

Create an Account:
User Name: User name you will use to login to the Supplier Portal.

Password: Password used for login to the Supplier Portal. (Passwords are case sensitive)
Confirm Password: Password verification

Enter Information About Yourself:
First Name, Last Name, Phone Number, Email Address are required fields.
Title, Fax Number and Mobile Phone are optional information to be entered, but preferred.

If you do not have an Email Address, click the link Create Email Address to be directed to create a Gmail
account.

Click Next to proceed.



Company Information

Supplier Registration
Ters And Conditions 4* Contact Information Company Information

Company Information

Address Information

Mailing address

< Previous  Next >

Complete the required fields for your organization.

Enter your Company Information:

Company Name, Tax Id Type, Tax ID are required fields.

If known, complete Dun and Bradstreet number, Website, Doing Business As (if applicable) and Business

Type.

Address Information:

Address Line 1, City, State / Province, Postal Code, Country are required fields.

Entering Remit to Information or selecting check box; Check if Remit To Address is the same as Mailing
Address is required.

Click Continue to proceed.



Diversity Codes

Supplier Registration
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No Records Found

< Previot [l Next >
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We are continually looking for new business partners, suppliers, and vendors who can offer us the best
value, including those who are local, and diverse.

If your organization is diverse, click Helper List to select the diversity codes that are check all that are
applicable. If not eligible, click Next.



Active Diversity Codes

s | Active Diversity Codes i
Diversity Code @) Descrpton
BN Actons , || Options .
(u] Diversity Code & Description %
3 Local Business Enterprise
o LoeTe Les,Gay, Bi and Trans Business
— MBE Minority Owned Business Enterp
o PEND PENDING NOTIFICATION
o RBE Regional Business Enerprise
see ‘Small Business Enferprise
o spvee Serv Disab Verteran Bus Enterp v
n VRF [ - [—
Atach To Suppler | ose
—

Attach Diversity Codes:

If your organization is eligible, you can select multiple diversity codes.
Click the blank box to select to the left of the eligible diversity code. (A check mark will appear in the box)
Click Attach to Supplier, then Close once complete.

Contracts ~  Performance ~

Supplier Registration

Toms st Coctons | Conactnbmatan v c.,m,.any.,.m.mmw Questons
Actions ,  Options »

Diversity Code Description B
o W) Y.
LBE Local Business Enterprise:

wBE Minority Owned Business Enterp

SBE Small Business Enterprise

Records Per Page: 10

< Previous | Next >

Review attached supplier diversity codes for accuracy.
If changes are necessary, click Helper List to select additional codes.
If an incorrect choice was selected, select the code and click the trash can icon to Delete.

Click Next to proceed.



Questions

Supplier Registration

Toms MdCondtors v ot lomaton | Companybtomatin v Dty Codes

1 Describe the product(s) or service(s) that your company provides?

2 Doyou have any known Conflict of Interest in doing business with The MetroHealth System?

A conflctof interest would be indicative of the Supplier or any Subcontractor and their personnel having  real or preceived confict of interest (e.g., employed by MHS) and, if S0, the nature of the confiict should be specified. Also, prior to implementing any program or service for which your comany receives extemal funding, which may

arealor ofinterst, o of such program and such exteral funding to MHS.

Response is required

3 Have you read and do you agree 1o abide by the Vendor Policy and Handbook?

Response s required

4 Please provide a copy of your companies W9 using the attached form and provide the date the document was signed
For reference, copy and paste this URL into your web browser to access:

hitps: /i s govipublirs-pdifiw paf
Both response and atiachment are required ”

o
>

Answer all the required questions (noted with an asterisk “*”) on the Supplier Portal page.

If your organization identifies as a diverse supplier, please provide a copy of your diverse certification
and expiration date.

Click Next to proceed.



Proxy Notifications

infor Supplier

s v Contacts v Performance +

Supplier Registration

Terms And Conditons «/ ContactInformation & Company Information Diersity Cotes o Questions v Proxy Notfications Status
(=K Actions | Options

hme Last Name Emai Address
", = ~ [¥]

Receive Notifications? | &,

) )

Records Per Page: 10 No Records Found

e

If needed, select Add to add an individual for proxy notification from your company. proxy can be
added to your supplier profile. A proxy is an individual named to access the portal on your behalf. The
proxy will receive email alerts for bidding events but would not have a log in and cannot formally
respond to a bidding event. If this is not needed, click Next to proceed. The contact designated for your
company will receive all notifications and will be able to formally respond to bid events.

If not, select Next. Your company contact will continue to receive all notifications and be able to
formally respond to bid events.
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Registration Status

Contracts ~  Performance +

Supplier Registration

Terms And Conditions « Contact Information Company Information « Diversity Codes v Questions v Prowy Nofifications o

Status
Registration status: Complete
Congratulations! Your account has been set up. You can respond to bid events through this account The verbiage is
‘Supplier Numbers: 3602

NM

The last section will show if you have successfully completed the registration or will note where
information is omitted.

Select Previous for adjustments to your account.

Select Home icon to complete.

pplier Portal ~

Messages Unread Messages Links

Inbox
Events | {me e S e Sy G

Supplier Portal Guide
MetroHealth System Purchasing Terms and
Conditions

Browse Open Events
Search Events
My Responses

Contracts
Active

In Negotiation
Announcements

Performance

Welcome to The MetroHealth System

My Account Supplier Portal. Please take a look for
“NEW bidding opportunities.

Update Account Information

Event Metrics

To logout, click Sign Out located under the user icon of your account.

infor Suppl

A M

. Sign out
Messages unread Messages Link: .
Tahoy
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Maintaining Your Account

er Portal v

Messages Unread Messages
Inbox
Events ===,

Browse Open Events
Search Events

My Responses
Contracts

Active

In Negotiation
Performance

Event Metrics

I Update Account Information I

To review or update your account information, including the assignment of additional users to respond
to bid events, select Update Account Information from the Supplier Portal.

Contracls ~

Account Information
Supplier Information

Supplier Number: 3602 The Flower Shop

Doing Busin:

Business Type: | Corporation  «
Tax 1D Type: |FederalTaxld  « Tax D |28-8888388 Gin Nbr Website
Registration Status

Registration status: Complete

Congratulations! Your account has been set up. You can respond to bid events through this account The verbiage is

My Contact Information

My Supplier Address Minnie Mouse

My Questions | Phone Number: | 216-888-8888 Extension:

My Diversity Codes Number

one Number Extension

My Proxy Nofifications
Email Address. | blank@gmail.com Receive Email Notification
My Contacts

Address Information

Country: | United States of America -

2222 Rose Lane

Cleveland Slate: | Ohio = | Zip Code: | 44109

Review Account Information for accuracy.

Under each section heading, click into the field that you wish to change. Upon completion, click Save, at
the top of the form to update.
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Creating an Additional Contact from an existing Supplier

Contiacts ~  Performance
Account Information

Save

Supplier Information

er 3602 | The Flower Shop

pe | Corporation  ~

e | Federal Tax Id hd axlD. | 88-8888888 Gin Nbr.
Registration Status

Registration status: Complete

Congratulations! Your account has been set up. You can respond to bid events through this account The verbiage is

My Contact Information Create Contact

My Supplier Address. Contact Name Email Address Receive Notifications? Active  Registration Status

) = ) = 5 -
My Questions 2 d > =

My Diversity Codes:

My Proxy Nofifications Records Per Page: 10

| My Contacts

Each user can respond to bid events with their own user name and password.

Click Create Contact to create an additional contact for the supplier record.

Add / Update Contact

Uit Coract nformatin v

g . e A Supplier Contact - Greate An Account A

* Confirm Passwo

Enter Information About Yourself

will be defaulted from supplier if left blank

]
[ < Provious | mext >

Complete the required fields to create a login and contact for your business.

Create an Account:
User Name: User name you will use to login to the Supplier Portal

Password: Password used for login to the Supplier Portal. Passwords are case sensitive
Confirm Password: Password verification

Enter Information:
First Name, Last Name, Phone Number, Email Address are required fields.
Title, Fax Number and Mobile Phone are optional information to be entered, but preferred.

Mailing Address will default from supplier if left blank.
Click Next to proceed.

13



Add / Update Contact — Proxy Notifications

Add / Update Contact

Upcite Contact Information v Procy Noffcations Registration Status
H =0 Actons . || Options
me Last Name Email Address Receive Notfcations? &,

) ) ) = -y,

Records Per Page: 10 No Records Found

< Previo Next >

If required, select Add icon to add an individual for Proxy notifications from your company. A proxy
notification is an email contact to receive email alerts for bid events but does not have a login and
cannot formally respond to a bid event.

If not, select Next. Your company contact will continue to receive all notifications and be able to
formally respond to bid events.

14



Registration Status

Contracts ~  Performance +

Add/ Update Contact
Ut Gonat romaton D — v }
Registration Status

Registration status: Complete

Congratulations! Your account has been set up. You can now respond to bid events through this account

The last section will show if you have successfully completed the registration or note where information
is omitted.

Select Previous for adjustments to your account.

Select Home icon to complete.

15



Existing Supplier Registration

Registration and Login on the Supplier Portal

To access the MetroHealth System Supplier Portal, click here or copy and paste the following URL into
your browser:::

https://metrohealthprod-
Im01.cloud.infor.com:1442/Imscm/SourcingSupplier/html/SourcingSupplier?csk.SupplierGroup=MHS&c
sk.CHP=LMPROC

Upon implementation of our portal website in 2016, we had loaded existing business partners, supplier,
and vendor data for those entities we had done business with over the last twelve (12) months. If your
company falls under this category, you will just need your vendor number. The vendor number can be
found in the upper left-hand corner of the most recent purchase order issued to your company.

Your user name and password will be a lower-case vimmediately followed by your vendor number.
(V).

If you need assistance finding your vendor number, contact us at 216-957-3761 or
purchasing@metrohealth.org.

infor Supplier Portal

@  Events ~  Forgot User Name

Events Supplier Portal

Browse Open Events The Supplier Portal facilitates the exchange of information between a buying organization and its suppliers. Benefits of the application include:

Search Events fealth System Supply Chain

rtal Guide
System Purchase Order
tions

ontact
« Improved com cluding support of electronic attachments
+ Document upload capability
« Enables data to be accessible in one location

Click User icon
1. Enter User Name (Vi)
a. Enter your Vendor Number in the format (vit#itt)
i. For example, v123 Lower case v followed by the vendor number

2. Enter Password (v#ii#)
a. Enter your Vendor Number in the format (v####)
i. Forexample, v123 Lower case v followed by the vendor number

16
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Password

Register a new user

Copyright & 2018 Infor. All ights reserved. www.infor.com
Technology 11.0.0.1207

Click the Login to Sign In.

17



Maintaining Your Account

Messages Unread Messages
Inbox
Events .

Browse Open Events
Search Events

My Responses.
Contracts

Active

In Negotiation
Performance

Event Metrics

Update Account Information I

Once loaded, your account information, select Update Account Information from the Supplier Portal.
Adding additional users to respond to bid events can be accomplished in this area.

. Welcome, John Smith [Logout]
Supplier Portal

{3 Home | Messages | Events | Contracts | Performance | MyAccount | ContactUs | Help | User Preferences

Account Information ~ Collapse All #View as pf

Supplier:John's Landscaping

© Registration Status
Registration status: Complete
Congratulations! Your account has been set up and you are now eligible to receive email notifications of events related to the commodity codes for which you registered. You can respond to those events through this account.

lier Information
© General Information
Supplier Number: 14
Tax ID Type:Federal Tax Id

© Address Information
Address: 123 Main Street
City: Cleveland
State:Ohio
Zip Code:44111
Country:United States of America

© My Contact Information
© Questions

© Diversity Codes

© My Commodity Codes
© My Proxy Notifications

© Additional Contacts  Add |

Review Account Information for accuracy.
Under each section heading, click Edit to change. Upon completion, click OK to update.

Note: Itis very important to review and complete each section in the Supplier Portal. Including all
applicable diverse classifications and commodity codes, if applicable, will maximize your opportunity to
be sourced for bid events.

18



Frequently Asked Questions

Q. How and when do | submit a response?

Only suppliers who have completed registration may respond to events.
e For detailed instructions, please refer to our “Step by Step Guide for Responding to an Event”.

e All bid responses must be submitted before the close date and time on the bidding event. Our
server time will be the official time for these submissions. Please make every effort to submit
before this time to ensure your bid response is accepted into the system.

Q. How will | know | am awarded a contract?

You will be informed by e-mail from our purchasing staff when a decision has been made to award a contract
to one or more suppliers. If you are not awarded a contract associated with an Event, you will receive a notice of
a non-award. We are unable to award contracts to responses that are in Draft status. If you exit the portal
without submitting your response, a message may display reminding you of the submission deadline the next
time you log into your supplier account.

Q. What if | forget my MetroHealth Supply Portal password?
See guide to Setting up Supplier Portal Security Questions.
Q. Why do | get the Warning: Page has Expired error message in my browser?

This is caused by using your browser’s back button. Use the navigation buttons across the top of the page to
avoid this (or return to the Home page).

Q. What do | do when | get the supplier group does not exist error?

This error can occur if the link to our site is truncated via a cut and paste or missing our extension in the
URL. Please visit our Supply Chain page at www.metrohealth.org and the Visit Supplier Portal link. This link
will connect you to our site directly.

Q. | want to ask a question or bid on an Event, but the options are greyed out?

A. Please sign into the Supplier Portal using your established credentials and you will be able to ask a
guestion on the Event or begin to respond to an RFP.

19


http://www.metrohealth.org/

	New Supplier Registration
	Introduction
	Registration and Login to the Supplier Portal
	Need Assistance
	Register on the Supplier Portal
	Terms and Conditions
	Contact Information
	Company Information
	Diversity Codes
	Questions
	Proxy Notifications
	Registration Status
	Maintaining Your Account
	Creating an Additional Contact from an existing Supplier
	Add / Update Contact – Proxy Notifications
	Registration Status
	Existing Supplier Registration
	Registration and Login on the Supplier Portal
	Maintaining Your Account
	Frequently Asked Questions
	Q. How and when do I submit a response?
	Q. How will I know I am awarded a contract?
	You will be informed by e-mail from our purchasing staff when a decision has been made to award a contract to one or more suppliers. If you are not awarded a contract associated with an Event, you will receive a notice of a non-award. We are unable to...
	Q. What if I forget my MetroHealth Supply Portal password?
	See guide to Setting up Supplier Portal Security Questions.
	Q. Why do I get the Warning: Page has Expired error message in my browser?


