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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 
payment information. 
 

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. 

 

Review Payments 

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

 OAKS FIN > Main Menu > Review Payment Information 
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1. Select the Payments link to view 
payment information. 

 
 
The Review Payments Filter Options page displays. 

 
 

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

 

3. Click Search. 
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The Review Payments page displays the search results. 

 
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. 

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

 
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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