REVIEWING PURCHASE ORDERS

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
purchase orders.

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 PURCHASE ORDERS

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
—
t".l.'l."._*: Financials

Menu o 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

Worklist Add to Favorites Sign out

Personalize Content | Layout 2) Help
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REVIEWING PURCHASE ORDERS

Review Purchase Orders
Suppliers can view all invoices that have been vouchered against a Purchase Order (PO) from the
Purchase Order Details page.
-:.‘*'
/" OAKS FIN > Main Menu > Manage Orders

Favorites - hain Menu = : Manage Orders =
Home Worklist Add to Favorites Sign out
t".l.'l.-'-':f: Financials

Manage Orders

Manage Orders

View and download purchase orders, enter acknowledgements and create advance shipment notices for customer onders.

Purchase Orders —=1 View Receipts
Review and take action on customer purchase orders. View customer receipts.

Manage Orders

ﬁ Manage Orders
1. Select the Purchase Orders link. “iew and download purchase orders, enter acknowledgements and

=t Purchase Orders
i Review and take actipn on customer purchase orders.
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REVIEWING PURCHASE ORDERS

The Purchase Orders Filter Options page is displayed.

L
Note| 11e date range will default to the past 30 days.
Fawvaorites - Main Menu -~ > Manage Orders = > Purchaze Orders

T,
t".l-'l."\i Financials

Purchase Orders

Filter Options

John Doe & Associates
Enter search criteria and click on Search

Search Criteria

From PO 1D

To PO ID

ltem ID

Supplier ltem 1D
From Date

To Date

Buyer

Contract ID
Contract Version

Release

Search

oeEMTZ0M5s |3
0eMT2015 |3

Leave blank for all values.

Home

Oros Waiting Acknowledgement

(example: 01/31/2000)

(example: 01/31/2000)

Wiorklist

MNew Window | Help | Personalize Page | £

Add to Favorites Sign out

2. Enter identifying information in the
Search Criteria section to search for
the correct purchase order.

From PO 1D

To PO ID

Item 1D

Supplier ltem 1D
From Date [02/21/2015
To Date |08/21/2015

Buyer

Contract ID

Contract Version

Release

4, [Po's Waiting Acknowledgement

a)  {example: 01/31/2000)

#y)  (example: 01/31/2000)

purchase orders.

3. Clear the date fields to view all

Supplier ltem ID

From Date [  (example: 01/31/2000)
To Date B (example: 01/31/2000)
Buyer =%
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REVIEWING PURCHASE ORDERS

Contract Version

Release

4. Click Search.

The Purchase Orders page is displayed.
(-
Note There is a count on the page that shows the total number of purchase orders that were
returned based on the search criteria.

Fawvorites - Main Menu~ » Manage Orders = » Purchase Qvders

Home Add 1o Favodiles Sign out
kr\-;_a'-_ Fanancials
Maw Window | Personalize Page | 51
chase Orders
Purchase Order List

ABC Company
1 P05 Benpmad 125 Datault View for Change Cirders | All lngs ot

Sat hBer options Ordiers Par Page | ALL % First &

Persoaalice | Find | View 100 | 2 ) 5

2 s (3 o 4 5 6

Pudchase Drder Status Last Dispatehod Date/Time Lines Te

0 LS Wigw FOF

2120 ~
i i - 454 3 9 Ll View POF
A0S 345 40FU 1 BOE 131 00 USD View FIOF
Shan g 201 4 2 331.00 LSD Wiew POF
ispalched I4OAE0TS 524 S4al 3 40000000 S Wiew FOF
Dhis prarlchiad 12202014 12-10040PM i 385,000 00 LHED View POF
View POF
Dispalched 08142014 327 35PM 2 7.514.000 00 IS0 View FOF
L v G Wiew POF
Dispalched ITHAIZ0NE 10:25-204M 1 19,611, 806,00 LIS View FOF
- 2 20007917 ST Wiew PDF
hang ) ST A5 505 55 USD Vigw POF
Comg 08182014 1207 05PN i 258 114 00 ST View POF
. TI2014 1:20.17PM 1 2 992 934 00 LISt View POF
2013 0r30-42AM 1 764 863 45 UL Wigw POF =
¥ Esled Al Clear All . il i s 12
; ange . !
View Seleciad POs in Downlaadable Fonmal Atk o

1. POs Returned: The total number of purchase orders that were returned based on the search
criteria.

Purchase Order: A number assigned to a purchase order.

Status: The status of the PO.

Last Dispatched Date/Time: The last date/time that the purchase order was dispatched.
Lines: Number of lines per Purchase Order.

Total Amount: The payment amount due to the supplier.

o gk wN
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REVIEWING PURCHASE ORDERS

5. Click the View PDF button next to the
correct purchase order to download a
PDF file summarizing information on
the PO.

Default View for Change Orders | Al lines

Orders Per Page Sirzt

Personalize | Find | View Al | £ | [

1io010of1 g

Total Amount
47517 USD View PDF
Purchase Order List
) ) PO Details || Header Details
6. Click on a Purchase Order in the burchase Ond oot Laetoi
Purchase Order List to view details. urenase vreer atus astHIEp
[ 0000016096 Change Order -3 06/02/20
[] 0000017676 Change Order -1 06/02/201
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REVIEWING PURCHASE ORDERS

The Purchase Order Details page displays.

L~
,_“‘.“._
Note| | . . . . . . .
Line details and invoices related to the purchase order are displayed if any exist.
Favaorites - Main Menu -~ > Mansge Orders = > Purchase Orders
. Home Add to Favorites Sign out
‘2;{1 Financlals
Mew Window | Personalize Page | i3
Purchase Orders
Purchase Order Details
ABC COMPANY
PO Mumber 0000028350 Purchase Order Date 01042012
PO Status Complete Last Dispateh 08/1112 8:31:13AM
Buyer eSetflements Buyer User Purchase Order Total
Billing Location PO03574 Merchandise Amount 47517
Payment Terms Met 20 FreightTax/Misc. o0.00
Total Amount 47517 USD
&Header Comments Find | Wiew All First'4 10f1'} Last
Purchase Order Lines Personalize | Find | View All | &2 | First'*' 12 of2 '} Last
Line Information Extension Line Details Contract Info
Linge Status Item IO Descriptian Quantity Merchandise Amt
BS¥-RE42TC CONFEREMCE ROOM
Closed TABLES/ROUND TABLE TOP # 824842 1.0000 AMT 266.23 USD
(HARVEST)
-X42]
2 Closed B R R LARIL A 1.0000 AMT 20834 USD
Inwvaice List Personalize | Find | Wiew Al | 2 | [ First'd' 10f 1'% Last
Imvolca invoica Dats Amaunt Due Date Appr stat Woucher
0.000
Mo Invoices Found
Retum to Purchase Order List
C See the following pages for field-level descriptions.
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Favaorites = Msain Menu~ > Manage Orders = > Purchase Orders

Home Add to Favarites Sign out
,‘fm?t Financlals

Maw Window | Personalize Page |
Purchase Orders
Purchase Order Details
ABC COMPANY

1 PO Mumber 0000026850 6 Purchase Order Date 01/042012
PO Status Complete | 2 T Last Dispatch 081112 8:31:13AM
3 Buyer =Satlements Buyer User Purchase Order Tota
Billing Location PO03574 8 | Merchandise Amount 47517
5  Payment Terms Mt 20 8 FreightTas/Mise. 0.00
10 Total Amount 47517 UsSD
&Header Comments Find | View All First'&' 1 of 1'%/ Last

1. PO Number: A number assigned to the purchase order.

2. PO Status: The status of the PO.

3. Buyer: Not used, defaults to ‘eSettlements Buyer User.’

4. Billing Location: State-used code.

5. Payment Terms: The time frame in which the supplier will be paid based on the contract
agreement.

6. Purchase Order Date: The date the purchase order was entered in OAKS FIN.

7. Last Dispatch: Late date/time that the purchase order was dispatched.

8. Merchandise Amount: The Invoice total minus any fee/tax exceptions.

9. Freight/Tax/Misc.: Freight, tax, or miscellaneous cost due to the supplier.

10. Total Amount: The total amount owed to the supplier.
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%ﬂé\_‘—#_ar-;\mf e MMMMWW=
Purchase Order Lines |1 2 3 Personalize | Find | View All |2 | £ First'd' 1-2 of 2 &' Last
Line Information Extension Line Details Contract Info
une | & | status § ttam 10| B Description 7 8  quantity 9 | mercnanaiss amt
BSX-RB42TC CONFEREMCE ROOM
Closed TABLES/ROUMD TABLE TOP # 334342 1.0000 AMT 26623 UsD
(HARVEST)
SH-XA2BC ROUND TA BASE — .
2 Closed e 1.0000 AM 205,94 USD
nvoice List Personalize | Find | View All | & E First'® 10f 1'% Last
invotcs | 10K L ——— 12 | Amount 13 | Due Date 14 | Appr Stat 15 vouchar
0.000
Mo Imvoices Found
Retun to Purchase Order List

Extension Tab: Not used.
Line Details Tab: Purchase order line details

Status: Line Status.

ook wbh PR

Contract Info Tab: If contract use, contract details are displayed.
Line: Hyperlink to additional purchase order line item detail.

Item ID: An ID associated with each item. If a purchase order is associated with the invoice

and an item ID is populated on the purchase order, this is the item ID from purchase order.

7. Description: Item ID description.

8. Quantity: Quantity of Item units ordered.

9. Merchandise Amt: The total cost of the Item.
10. Invoice: Number assigned to the invoice.

11. Invoice Date: The date the invoice was entered in OAKS FIN.

12. Amount: The total amount due to the supplier.
13. Due Date: The payment due date.
14. Appr Stat: Approval Status

15. Voucher: Voucher number that the invoice was paid on.

Ohic el

ervice - Support - Solutions

Revised: 11/06/2015



	Logging Into the eSupplier Portal
	Review Purchase Orders

