eMACS Test Environment Registration

There are two types of registration processes listed below for providing first-time users access to eMACS Test environment. One registration is for State of Montana employees, the other is for people outside the State of Montana network. Follow only ONE process when registering. Most users will register following the process for State of Montana employees. If in doubt as to which registration process to use, contact eMACS Support Unit at emacs@mt.gov.
Roles
eMACS requires users be assigned a “role”. Multiple roles can be assigned to a user. Prior to the user registering for access to the test environment, role information MUST be sent to the eMACS Support Unit by the State Agency Procurement Contact. eMACS Support staff will assign the requested role(s). 
Examples of roles: 
· Shopper: can shop but cannot complete the order; assigns the shopping cart to a buyer to complete the purchase with a State ProCard
· Buyer: can shop and submit their own shopping cart using a State ProCard as well as reject or approve shopping carts Shoppers have assigned to them
· Contract Manager: creates and manages their contracts; can make a payment against their contracts
· Sourcing Specialist: creates, views, edits their events
· Stakeholder: has read-only access to Sourcing Director and Total Contract Manager
· Accounts Payable: make payments against contracts
· Vendor Management Base Role: can only view vendor registration info

State of Montana Employees: 
Click this link: https://tst.mt.gov/epass/Authn/selectIDP.html
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1.	Click on the Login button under Login with State Employee Account (right side of screen). 
2.	Enter your assigned “C” number and password associated with that number (same info used to access your desktop computer). 
3.	Scroll down to “Add a Service?” on the right, click on eMACS(ePASS). NOTE: after the initial login, eMACS(ePass) will be found under “Your Services”.
4.	You will receive the error shown below:
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Your registration will be sent to the eMACS Support Unit. You will receive an email from Sciquest.com as soon as your registration is completed. 
[bookmark: _GoBack]
Users OUTSIDE the State of Montana Network: 
Click this link: https://tst.mt.gov/epass/Authn/selectIDP.html
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1. Click on the Login button under Login with ePass Montana (left side of screen). You will be directed to the following screen. 
[image: ]
2.	Click on the Create an Account button under the New User section. The informational page below will be displayed.
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3.	Once all of the required fields are completed, the account is created.
4.	Return to the Test ePass home page and login: https://tst.mt.gov/epass/Authn/selectIDP.html.
5.	Scroll down to “Add a Service?” on the right, click on eMACS(ePASS). NOTE: after the initial login, eMACS(ePass) will be found under “Your Services”.
6.	You will receive the error shown below:
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7.	Your registration will be sent to the eMACS Support Unit. You will receive an email from Sciquest.com as soon as your registration is completed. 

This information is needed if you intend to test making payments against your contracts in Total Contract Manager.
All Users:
The first screen you’ll see in eMACS is your User Profile. Verify your name, phone number, and Business Unit are correct. If not, your State Agency Procurement Contact must notify the eMACS Support Unit with the correct information.
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On the left side of the screen, click Default User Settings.
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Click Default Addresses and enter default Shipping addresses in the “Ship To” tab, and the Billing address in the “Bill To” tab. Make sure the Default button is clicked. 
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If your role is “Buyer”, click Payment Options and enter bogus Credit Card information. Again, make sure the “Apply the Default Card” button is clicked.
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If you have any questions or concerns, email: emacs@mt.gov
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