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Step-by-Step Instructions for Submitting a Hosted Catalog Pcard PurchaseStep-by-Step Instructions for Updating an Improvement Plan

1

Navigate to https://supplier-emarketplace.ohio.gov/ and log in to Ohio Buys. From any page in 

Ohio Buys, click on your name in the top right hand corner, and then select My Scheduled

Tasks.

2

From the My Scheduled Tasks page, you can view all of the tasks that have been assigned to 

you. Any tasks that you are assigned within an improvement plan will appear here. You can 

select a task that you are ready to update from the list below, or you can search for a specific 

task by Date, Status, Type, or Keyword. 

Click the Pencil (    ) icon to the left of the task you are ready to update.
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3

Review the information contained within the improvement plan Task.

You can Add a Comment detailing your completion of the improvement plan task and attach 

any supporting documentation as appropriate.

4

Click Save and Close to finish updating the improvement plan task.
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If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center 

via email (ohiosharedservices@ohio.gov) or phone (877-644-6771).
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