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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 invoices. 
 

Logging Into the eSupplier Portal  

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

 
  

http://www.obm.ohio.gov/supplier/
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Step-by-Step Screen 

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

 
 
The Ohio Supplier Portal Sign-On Page displays. 
 

 

 If you have not received your login credentials, contact the OSS Contact Center to gain 
access to the Ohio Supplier Portal. 
• Phone: 614-338-4781 or 1-877-OHIO-SS1 (877-644-6771) 
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2. Enter User ID. 

 

3. Enter Password. 

 

4. Click Sign In. 
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The Main Menu displays. 
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Review Invoices 

Suppliers can search for all invoices they have submitted to the state for payment from the 
Review Invoices page.  

 OAKS FIN > Main Menu > Review Payment Information 

 
 

1. Select the Invoices link to view invoice 
information. 
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The Review Invoices Filter Options page displays. 

 
 

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

 Use the From Date and To Date 
fields to search by the invoice date.  

 Do not use the Item ID Field.  

3. Click Search. 
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The Invoice List page displays the search results.  

 All invoices are shown when no date search parameters are set.  

 
 

1. Invoice Number: The number assigned to the invoice when it is entered into OAKS FIN. 
2. Invoice Date: The date an invoice is created in OAKS FIN. 
3. Gross Amt: Invoice amount minus fee/tax exceptions. 
4. Approval Status: Status of Invoice Approval. 
5. Due Date: The date the payment is due to the supplier. 
6. Voucher: The voucher number for supplier reference. 

 

4. Click an Invoice Number. 
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The Review Invoices Invoice Details page displays. 

 

 See the following pages for field-level descriptions.  
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1. Invoice Number: A number assigned to the invoice when it is entered into OAKS FIN. 
2. Invoice Date: The date an invoice is created in OAKS FIN. 
3. Due Date: The date the payment is due to the supplier. 
4. Discount End Date: Date to be paid by in order to receive discount. 
5. Approval Status: Status of Invoice approval. 
6. Payment Status: Status of Invoice payment.   
7. Terms: Payment term code for the transaction. 
8. Gross Amount: Invoice amount minus fee/tax exceptions 
9. Discount: Amount of discount.  
10. Net Amount: The Net Amount is the Gross Amount minus the Discount.  
11. 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. 

12. Description: Item ID description. 
13. Statistic Amount: N/A 
14. UOM: How the item is packaged, commonly each, dozen, box, etc. 
15. Unit Price: Unit Price of the Item. 
16. Merchandise Amt: The product of the quantity times the unit price. 
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1. Scheduled to Pay: Two business days before actual pay date. 
2. Payment Number: A number associated with the payment.  
3. Gross Amt: Invoice amount minus fee/tax exceptions. 
4. Discount: Amount of discount.  
5. Method: The payment method, either EFT or Check.  
6. Status: The current status of the payment (real-time).  
7. On Hold: Indicates a payment is on hold.  Supplier will need to call for additional 

information when on hold. 
8. With Hold: N/A 
9. Reference (Number): A number assigned to the payment.  
10. Date: Actually payment date. 
11. Amount: The total amount of the payment.  
12. Purchase Order (Number): A number assigned to the purchase order. 
13. PO Date: The date the purchase order was created. 
14. Status: The status of the Purchase Order (real-time).  
15. Received Date: The date the item was received.  
16. Receipt Number: Date of the receipt document. 
17. Bill of Lading: N/A 
18. Packing Slip: N/A  
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 The Review Invoice section at the top of the page gives a real-time status of the invoice 
such as the Due Date, Approval Status and Payment Status.  

 
 

5. Review the Payments Made section to 
view payments that have been applied 
to the invoice.  

 
6. Click the Payment Reference link to 

view detailed information on the 
payment made. 

 Every payment will have a reference 
number associated with it.   
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The Review Payments page displays. 

 

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

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