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Purpose 

This job aid will serve as a guide in creating a contact person for an established vendor in 
PeopleSoft CRM 9.0. 
 

 It is important to have a current accurate contact person listed for vendors.   
 

Logging into CRM 

 Before beginning any steps below, navigate to https://myohio.oaks.ohio.gov and log in 
with your OAKS User ID and password. 
 

Step-by-Step Screen 

1. Click Launch Application link in the 
Customer Relations Management row 
of the OAKS Quick Access section. 

 
 
The OAKS Customer Relations Management (CRM) screen will display. 
 

 
 

 

 

 

 

 

  

https://myohio.oaks.ohio.gov/
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Step-by-Step for Creating a Contact Person for an Established Vendor 

 

Step-by-Step Screen 

2. Click on the Customer 360-Degree 
View link.   

 

3. Put the least amount of information that 
you can for this Search For Customer 
page.   

 

4. Click Search. 

 
The Advanced Search is similar to this 
Search, except it has more search options. 
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5. Click on the Organization name link. In 
this example the chosen organization is 
Walnut Creek Foods.  

 
 
The 360-Degree View page is displayed. 
 

 



CREATING A CONTACT PERSON FOR AN ESTABLISHED VENDOR 

 ~ 4 ~ Rev. Date: 11/21/2011 
 

6. Click on the Relationship Viewer tab. 

 

 

7. Use the drop-down arrow beside the 
Role box to choose “Company.” 

 
The Contact View and Site View fields are 
displayed. 

 

8. Click on the  Add New Contact 
link under Contact View. 
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The Create Contact Of (ORGANIZATION NAME) page is displayed. 
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9. Enter First Name and Last Name of 
contact under the Contact field.   

(Enter John Doe) 

 
 

10. Use the drop-down arrow under Home 
to select “Business.” 

 

11. Add the contact’s e-mail address in the 
box below Email Address. 

 
(Enter John.Doe@walnutfoods.com) 

 

12. Check the box to the left of Use 
Company Address. 

 

13. Click Apply Changes. 

 

Changes are updated. 
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14. Click OK. 

 

The 360-Degree View  page is redisplayed.   
 
 
15. Use the drop-down arrow in the Role 

box to choose “Company” to verify the 
new contact’s name and e-mail.    

 

The contacts’ name is listed under Contact 
View. 
 
16. Click on the 360 icon to transfer to the 

360-Degree View page.   
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The 360-Degree View page is redisplayed with the new contact information. 

 The First Name, Last Name and Email of the new contact are listed under Summary. 
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