REVIEWING ACCOUNT BALANCES

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
account balances.

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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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
(05, Financials Ohio Supplier Portal Sign-On Page

Login Image L b 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. If you are a State of Ohio Supplier (formerly Vendor) and do not have login credentials, please contact
the Ohio Shared Services, Contact Center, at 1-877-044-6771.
Medicaid providers andfor Lottery Winners click here

UserID

Password
Sign In
Find out if my company is registered

forgot my password

OAKE is a 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: 814-335-4781 or 1-8TT-0HIC-851 (B77-644-6771)

Howrs of Live Support
&sm — Spm Mandsy - Friday
Unavsilable Saturd 5

System Availability:
Biam - Midnight
Unavzilzble Sundays

=,

Note

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 Account Balances

Suppliers can view the details of pending payments that have not been made by the state from the
Account Balances Invoice Details 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

~4 ~ Revised: 11/06/2015

Service - Support - Solutions
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1. Select the Account Balances link to = Account Balances
view account balances. View open account balances.

The Account Balances Invoice List page displays.
Note - . .
The Amount field displays the total amount due to the supplier.

Favorites - Main Menu = > Review Payment Information ~ > Account Balances

: Home Worklist Add to Favorites Sign out
OAKS . ) Financials
L

New Window | Help | Personalize Page | &
Account Balances
Invoice List

John Doe & Associates

Amount $100.00 USD
{voice List 2 3 4, Personalize | Fing | & | g st ¥ 10112 Last
Invoice Number Invoice Date Amount Due Date Status Voucher
1100019677 09M 712015 §100.00 USD 10172015 Pending 00260603
1. Invoice Number: A number assigned to the invoice.
2. Invoice Date: The date the invoice was created.
3. Amount: The total amount due to the Supplier.
4. Due Date: The payment due date.
5. Status: The payment status.
6. Voucher: The voucher number for supplier reference.
Amount §100.00 US
] _ Invoice List
2. Click the correct Invoice Number. _ _
Invoice Number Invoice Date Amoul
1100019677 09/17/2015 $100.
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The Account Balances Invoice Details page displays.

[
-

-
@AKS Financials

Account Balances
Invoice Details

John Doe & Associates

Return to Invoice List

Note The information displayed on the Account Balances Invoice Details page can be useful in
recognizing past due payments.
Favorites ~ Main Menu~ > Review Payment Information ~ > Account Balances

Home Worklist Add to Favorites Sign out

Mew Window | Help | Personalize Page |

1 invoice Number 123 3 Invoice Date 09/17/2015
2 Gross Invoice Amount $100.00 4 Due Date 10/17/2015
5 Invoice Lines Personalize | Find | View Al | 2 | = First ‘&' 1 of 1 &/ Last
Iterm 1D Description Statistic Amount Unit Price Merchandise Amount
0.00000 §100.00 USD
10 Payment 2-hedule Pe——gnalize | Find | View All (E| I-':| Firet ‘4 1 of 1 &/ Last
el 12 13 14 15 16, 17
Cchedule s ] - n
Pay Payment Amaount Discount Method~ Status Hold Withd Hold
10M6/2015 §100.00 USD 8000 Check Unselected Mo No

1. Invoice Number: A number assigned to the invoice.

2. Gross Invoice Amount: Invoice amount minus fee/tax exceptions.

3. Invoice Date: The date the Invoice was entered into OAKS FIN.

4. Due Date: The payment due date.

5. 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.

6. Description: Item ID description

7. Statistic Amount: N/A

8. Unit Price: The price per unit (if multiple units exist).

9. Merchandise Amount: The total line item cost.

10. Scheduled to Pay: Two business days before actual pay date.

11. Payment: A number associated with the payment.

12. Amount: The total amount of the payment due to the Supplier.

13. Discount: Amount of discount

14. Method: The payment method.

15. Status: The payment status.

16. On Hold: Indicates a payment is on hold. Supplier will need to call for additional information
when on hold.

17. With Hold: N/A
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