
New User Supplier Training 



Welcome to the “OpenText CoreShare Registration” training.

This learning material was created in order to provide a 
process overview of the registration for New Supplier Users on 
the OpenText CoreShare Platform.

This training will take you through registration to OpenText 
CoreShare Platform, the process of accessing it, why it is 
important, and the key areas.

Thank you for joining our learning journey!

Welcome
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Who

WhyWhat

What Why

Suppliers who need to register 
on and access the OpenText 
CoreShare Platform for the 
New Users.

Essential understanding of 
accessing OpenText 
CoreShare, Supplier profile 
registration.

Understanding processes is 
fundamental to successfully 
executing business processes, 
ensuring optimal process 
outcomes, and identifying 
opportunities for continuous 
improvement.
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Term Definition

Definitions
Our Terminology 

Supplier Suppliers who register and access the OpenText CoreShare Platform

Buyer Roche

Primary contact

OpenText CoreShare OpenText CoreShare is a simple, secure, and smart way to connect collaborators with the files 
and information they need as part of the purchase order and invoicing process

The one point of contact that receives all OpenText CoreShare email notifications from Roche
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OpenText CoreShare Registration/Access2



Note:
Use the same Email address as the Primary Email address for the 
registration process in GEP.

1 2

OpenText CoreShare landing page for registration and access:

OpenText RegistrationLog in to OpenText CoreShare 
download_the_app

OpenText CoreShare Supplier Registration/Access

https://core.opentext.eu/users/


A New User receives a confirmation email after successful registration.

The New User using OpenText CoreShare Platform will have to complete the following steps:

1. Open the email
2. Click the Confirm Account to Verify the account

OpenText CoreShare Supplier Registration/Access



Accessing OpenText CoreShare after Registration3



OpenText CoreShare Supplier Access and Document Sharing

1
1. When in the GEP Nexxe Purchase Order click on the 

link to redirect to CoreShare 
2

2. Login to CoreShare with your credentials

3. After successfully completing the login you will be redirected to the fileshare for the purchase 
order
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CoreShare Notification Settings - Login to Opentext | CoreShare

https://login.core.opentext.eu/otdsws/login?client_id=CoreWebClient&redirect_uri=https%3A%2F%2Fcore.opentext.eu%2Fusers%2F%23%2Fauthenticated&response_type=token&scope=%20&state=05ca8d76cd3b4eb5a1f21de00860bcba


1. Open Settings (from your Profile)

2. Find Notifications

CoreShare Notification Settings 



You can turn on/off email notifications when a new document is shared with you 
(see screenshot of email notification) 

CoreShare Notification Settings - shares 



You can turn on/off email notifications when a new document is added 

CoreShare Notification Settings - document added



You can customise the frequency of the emails as follows:

CoreShare Notification Settings - email frequency



In this training we have covered the following:

▪ Overview of OpenText CoreShare New Users registration

▪ Overview of OpenText CoreShare New Users access

▪ How to adjust notification settings

Summary



Thank you!



Doing now what patients need next


