REVIEWING PAYMENTS

eSupplier is a self-service module that provides suppliers access to view the real-time status on
payment information that exists between the supplier and the agency they are doing business with.
This job aid provides step-by-step instructions on how to log into the eSupplier portal and review
payment information.

Logging Into the eSupplier Portal

X
A Before beginning the steps below, navigate to http://www.obm.ohio.gov/supplier/.

Dhio.gau State Agencies | Online Senvices

ﬁ Ohio Supplier Portal

This site provides information to state of Ohio Suppliers regarding how fo view the real-time status of
purchase orders, invoices and payment information, as well as placing bids and viewing address and
contact information that the state has on file for your company. Click here to go straight to the Chio Supplier
Fortal Sign-On Page.

Are you a...

[ Supplier ] [ Medicaid Provider ] [ Lottery Winner ]

Need Help?

[ Training / Instructional Guide ]

r
About eSupplier b
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REVIEWING PAYMENTS

Step-by-Step Screen

ent information. as well as placing bids and viewing address and contac|

Click here to go straight o the Chio Supplier Portal Sign-COn Fage.

1. Click the Click here to go straight to
the Ohio Supplier Portal Sign-On
Page link.

[ Supplier ][ Medicaid Provider ]

The Ohio Supplier Portal Sign-On Page displays.

Favorites = Main Menu -

. Home Sign out
(0. Financials Ohio Supplier Portal Sign-On Page

Login Image o |ev Login ar

Welcome to OAKS
Please login below to view your company information, cumently on file with the State of Ohio, view payment information, and view
and place electronic bids. i you are a State of Ohio Supplier (formerly Vendor) and do not have login credentials, please contact
the: Ohio Shared Services, Contact Center, at 1-877-844-8771.
Medicaid providers andfor Lottery Winners click here

UserID

Password

Sign In
Find out if my company is registered
| forgot my password

OAKS is 3 State of Ohio Computer system, which may be accessed and used only for official state business by authorized personnel.
Unauthorized access or use of this computer system may subject violators to Criminal, Civil, andfor administrative action.

Help Desk = &
If you need assistance or have any questions, contact Ohio Shared Services by any of the following Methods:

E-mail: OhioSharedServices@iohio.gov
Phone: B14-338-4721 or 1-877-OHIO-S51 (377-844-8771)

Howrs of Live Support

&sm — Spm Mandsy - Friday

and Sunday
holidays

Unavailable Saturd
and State observed

System Availability:
Gam - Midnight
Unavsilable Sundays

If you have not received your login credentials, contact the OSS Contact Center to gain access
to the Ohio Supplier Portal.

e Phone: 614-338-4781 or 1-877-OHIO-SS1 (877-644-6771)
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Login

Welcome to QAKS

Please login below to view your company information, currently o
and place electronic bids. If you are a State of Ohio Supplier (for
the Ohio Shared Services, Contact Center, at 1-877-644-6771.

2. Enter User ID.

Medicaid providers andfor Lottery Winners click here

User 1D

Password

Sign In

Welcome to OAKS

The Ohio Supplier Portal page is where suppliers can do m
information, electronic bidding, and access eSettlements to

3. Enter Password. Medicaid providers and/or Lottery Winners click here

UseriD |ADMIN123

Passwnn:‘

Medicaid providers and/or Lottery Winners click here
UseriD |ADMIN123

4. CIle Slgn In. Password (esssssss

Sign In
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The Main Menu displays.

Favorntes = Main Menu -

— Home Worklist Add to Favorites Sign out
t".l-'l.".i Financials

Personalize Content | Layout 2) Help
Menu - (e

Search:

Administration

Liilities

Maintain Supplier Information
Manage Ewvents and Place Bids
Manage Orders

Manage Supply

Review Payment Information
eSettliements

Worklist

Tree Manager

Repaorting Tools

FPeopleTools

Usage Monitoring

Change My Password

My Personalizations

My Systemn Profile

My Dictionary

My Feeds

Review Payments

A supplier can view details of all payments that the state has submitted to the supplier from the
Review Payment Information page.

X
\/ OAKS FIN > Main Menu > Review Payment Information
Fawvaorites - Main Menu - : Review Payment Information =

- Home Worklist Add to Favorites Sign out
t".l-'l.".i Financials

Review Payment Information

Review Payment Information

\figwi invoices, check payments, and open balances.

P Invoices = Payments P== Account Balances
! \iew invoice information View payment information. ! \iew open account balances
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REVIEWING PAYMENTS

1. Select the Payments link to view

Payments
View payment information.

payment information.

The Review Payments Filter Options page displays.

Fawaorites - Main Menu -~ » Rewview Payment Information = » Inwvoices

‘i'l.:ﬁ"‘ Financials

Review Payments
Filter Options
ABC COMPANY
Enter search criteria and ciick on Search. Leave blank for all values
Search Criteria
Invoice Number
Payment Reference

From Payment Date DO/A07/2015 [[F)  jexampie: 12312000

To Payment Date [DR21/2015 4]  (example: 12/31/2000

Search

» Payments

Home Add to Favarites Sign out

Mew Window | Personalize Page | £

Service - Support - Solution:

Search Criteria

Invoice Number

2. Enter identifying information in the Payment Reference
SearCh Criteria SeCtion to SearCh for From Payment Date [DR07/2015 iy  (exampie: 12/31/2000]
the correct invoice. To Payment Date [00°21/2015 (&) jexampss: 12/31/2000

Search
To Payment Date I
3. Click Search. Search
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REVIEWING PAYMENTS

The Review Payments page displays the search results.

Favorites - Main Menu -~ : Review Payment Information = > Invoices > Payments
— Home Add to Favorites Sign out
t?.'l.-'._i Financials
Mew Window | Personalize Page | =
Review Payments
Payments Made
ABC COMPANY
Set filter options
1'_"ayment3 Mag 2 3 Persanslize | Find | 2 | [ Eirst ‘4 1-10 of 19 '} Last
TReference Invoice Number Payment Dater Amount
0018287382 TWTTET12 oov2Ei2011 52,012.80 USD A
00813327 TWEED212 021852011 52,538.81 USD
007885382 TW42E112 o7Mad2011 51,316.15 USD
007233878 V283111 DEMa2011 51,063.84 USD
0017E16017 TUBE2T11 05182011 71780 USD
0017244528 TUTE3E11 042212011 $818.22 USD
00&7ae30a6 TU284411 03/30/2011 357476 USD
0015243818 TT778611 02/08/2011 3471.04 USD
0015671382 TTE35011 012712011 F428.42 USD
0015426511 TT188011 12/21/2010 $711.88 USD
0015328700 TTO015011 11/28/2010 3588.52 USD
0015112882 TS487611 10M22/2010 $687.02 USD
0014720282 75124311 02/03/2010 589.22 USD
0014615027 TRETTE11 07162010 $841.70 USD
0014189481 TR4GTE10 05122010 F458.66 USD v
1. Reference (Number): A number assigned to the payment.
2. Invoice Number: Number assigned to the invoice when it is entered into OAKS FIN.
3. Payment Date: Actual payment date.
4. Amount: The total amount of the payment.

4. Click on a Reference Number. =
Payments Made
\-’ﬂ
- Reference Invoice Number
Note| o, t will h f
y payment will have a reference | | 15550044795 M-BUD-1001002956
number associated with it.
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The Review Payments page displays the payment details.

Favarites =

QHH‘ Financials

Review Payments
Payment Details
ABC COMPANY
0018207262
1 Invoice Humber
2 | Method

Armount

Paid To

Country
Address 1
Address 2
Address 3

City
County
State
From
Payment Advice

8 nvaolce

Return to Payments Made

TVTTET1Z
Check

$2.018.80\.3

ABC COMPaNY |4

USA  United States

7536 JENKINS DR

CAMAL WINCHESTER
FRAMKLIN
OH Chia

TREASURER OF STATE

‘9 Gross Amount

2,018.80 UsSD
0.00 UsD

00 USD

0.00 UsD

Main Menu = > Review Payment Information = » Invoices

10 | Discount
0.00 USD
0.00 USD
0.00 UsD
0.00 UsD

» Payments

5 Payment Date 0262011

5] Pay Status Paid
Currency USD 7

Postal 43110

Persanalize | Find | 2|
Dilscownt
1) Taken

(.00 UsD
(.00 USD
0.00 LUsD

0.00 USD

Home

Add to Favorites Sign out

Mew Window | Personalize Page |

First'&/ 1-4 of 4 '%/ Last

12| paid Amount

2.018.30USD
0.00 USD
D.O0QUsD

D.O0USD

=

©oNOOGOM®WDN

e
N )

discount.

12. Paid Amount: The total amount paid to the Supplier.

Invoice Number: Number assigned to an invoice when entered into OAKS FIN.
Method: Payment Method, either EFT or Check.
Amount: The total amount of the payment.
Paid To: The supplier receiving the payment.
Payment Date: Actual payment date.
Pay Status: Status of the payment.
Currency: Currency used. USD only.
Invoice: Number assigned to the invoice when it is entered into OAKS FIN.
Gross Amount: Total amount minus fee/tax exceptions.
. Discount: Amount of discount available based on pay terms.
. Discount Taken: Amount of discount taken. Only displays if the state pays in time for
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