Tips and Tricks -  A Desk Reference Guide for OAC’s
Setting Internet Explorer to Compatibility Mode for ORPIN:
If a user is having trouble using ORPIN with a newer version of Internet Explorer, just do the following:

· Open Internet Explorer 
· Click on the icon to the right of the address bar (looks like a torn piece of paper). This will turn set the Compatibility Mode so that when you use ORPIN, it will load in a compatible format for viewing.

New Agency Requests for ORS190 Entry:
If you are entering an ORS190 and cannot locate the agency you are setting up the agreement with in the ORPIN system, you will not be able to build the agency yourself. Instead:

· First do a thorough search through existing agencies. ORPIN can be very picky - try leaving out punctuation (for example, leave out the . after Mt.) Also try searching just one word of the agency name.

· If you still cannot find the agency, send an email to info.orpin@state.or.us. Include the following information in your email request:

· Name of the agency

· Address of the agency

An ORPIN Help Desk Rep will build the agency for you and email you back when it is ready.

Check for User Role:
If a user complains that they cannot see options in ORPIN that their coworkers can see, or if they click on menu items and get an error, check their role by doing the following:

· Search the Internal (Agency) Users section to locate the specific user.
· Open the Person Maintenance screen for the user and click on Add/Edit next to “Relations”.

· You should see their current relationship to your agency at the bottom of the screen. Click on the underlined word “Privileges”.

· Click the Go button next to Roles.

· The user’s role will display on the screen. If they have no role, click the Find button on the right of the screen to see the role options available for this user.

     
You will not be able to assign out a Designated Procurement Officer role as this role has higher privileges than your own role. If someone in your agency needs a DPO role, set up their user account without a role attached and then send an email request to the ORPIN Help Desk at  info.orpin@state.or.us.
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