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Purpose 

In addition to this job aid, please reference the job aids for the Signature Authorization Request 
and the ChartField Requests, found on the OBM website under ChartField Value Requests: 

http://obm.ohio.gov/MiscPages/Forms/default.aspx. 

 

Overall Process Procedure 

Three steps are required for access to the ChartField Value Request website. 

The Three Steps can be done at different times, but must be done in the order listed.  

Signature 

Authorization Form 

sent by System to 

RACM

Access RACM 

SharePoint 

website

Access to 

SharePoint?

Requestor 

Receives 

email 

Confirmation

http://

obm.ohio.gov/

MiscPages/

RACM/

default.aspx

Click OIT New 

Account Request 

on Important 

Links page

What is the 

error 

message?

Click Reset Your 

Password on 

Important Links 

page 

Submit Request for 

access to OIT

1

2

The account 

could not be 

found

Password 

has expired
NO

YES

Click on Signature 

Authorization and 

ChartField Request

3

Individual’s 

Authorization 

established?

NO

Fill out Signature 

Authorization form

Provide new 

password

YES

First Three Steps to 

Prepare for ChartField 

Authorization

The three steps must be done in 

sequence.

 

Make ChartField 

Value Request as 

needed

November 10, 2011

 

 

 

 

 

 

 

http://obm.ohio.gov/MiscPages/Forms/default.aspx


THREE STEPS REQUIRED FOR ACCESS TO CHARTFIELD REQUESTS 

 ~ 2 ~ Rev. Date: 10/27/2011 
 

Step 1: Check for Access to RACM SharePoint 

 Navigation: http://obm.ohio.gov/MiscPages/Forms/default.aspx 

1. Access the OBM Website at the navigation link, above.  

2. Click the LINK for Signature Authorization and ChartField Value Request. 

 

 

3. The Important Links page displays. 

 

4. Click the Reset Your Password link. Continue to Step 2: Obtain Access to RACM 
ChartField website. 

 

 

http://obm.ohio.gov/MiscPages/Forms/default.aspx
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Step 2: Obtain Access to RACM ChartField website 

1. When the Reset Your Password link is clicked, if you do not have access to the RACM 
SharePoint website, the following screen appears. 

 

2. If you do not see this screen, you have access to the RACM ChartField website, but you 
will need to sign in. Go to Step 3: Signature Authorization and ChartField Request. 

 

3. Otherwise, go back to the Important Links page and click on OIT New Account 
Request.  

 

 

4. Fill out the displayed Excel spreadsheet online and submit to the eMail address listed for 
OBM.appsupport. The new account may take up to 2 business days to process. 
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 You can have multiple names on one form. 

 

 

5. You will be notified by eMail when your account is ready. 

 

6. If you receive this screen, after clicking Reset Your Password, type in your eMail 
Address and password. You will need to supply a password once your access has been 
granted. Reminder: The passwords expire every 90 days. 

 

 

Step 3: ChartField Signature Authorization and ChartField Value Request 

1. On the Important Links page, click ChartField Signature Authorization and ChartField 
Value Request. 
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2. The OBM ChartField page displays. 

 

3. When you find your name by clicking on the plus sign next to your agency, you are ready 
to begin submitting ChartField Value Requests. Follow the job aid located on the screen 
above to get guidance on submitting ChartField Value Requests. 

 


