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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 
purchase orders.  
 

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 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 

 
 

1. Select the Purchase Orders link. 
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The Purchase Orders Filter Options page is displayed.  

 The date range will default to the past 30 days.  
 

 
 

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

 

3. Clear the date fields to view all 
purchase orders. 
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4. Click Search. 

 
 
The Purchase Orders page is displayed.  

 There is a count on the page that shows the total number of purchase orders that were 
returned based on the search criteria.  

 
 

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

2. Purchase Order: A number assigned to a purchase order. 
3. Status: The status of the PO.  
4. Last Dispatched Date/Time: The last date/time that the purchase order was dispatched. 
5. Lines: Number of lines per Purchase Order. 
6. Total Amount: The payment amount due to the supplier.  
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5. Click the View PDF button next to the 
correct purchase order to download a 
PDF file summarizing information on 
the PO. 

 

6. Click on a Purchase Order in the 
Purchase Order List to view details.  
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The Purchase Order Details page displays. 

 Line details and invoices related to the purchase order are displayed if any exist. 

 

 See the following pages for field-level descriptions.  
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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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1. Extension Tab: Not used. 
2. Line Details Tab: Purchase order line details 
3. Contract Info Tab: If contract use, contract details are displayed. 
4. Line: Hyperlink to additional purchase order line item detail. 
5. Status: Line Status.  
6. 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. 
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