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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 suppliers can log into the eSupplier 
portal and assign other users within their company view only access to their company’s 
information. 

Logging Into the eSupplier Portal 

 Before beginning 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 on the Ohio Supplier Portal 
page. 

 
 
The Ohio Supplier Portal Login Page displays. 
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2. Enter User ID. 

 

3. Enter Password. 

 

4. Click Sign In. 
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The Main Menu displays. 

 
 

Performing Supplier Administrator Duties 

Each supplier must have a designated Supplier Administrator user. User with the Supplier 
Administrator security role can log into the eSupplier portal and assign other users within their 
company view only access to their company’s information such as contacts, addresses, 
invoices, payments, account balances, purchase orders, and receipts. 

 OAKS FIN > Main Menu > Maintain Supplier Information 
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1. Select the User Profiles link. 

 
 
The User Profile Security page displays. 

 
 

2. Click the Add a New Value tab. 
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The Security page displays.  

 
 
3. Enter a User ID.  

 The User ID cannot have any 
spaces in it, but has no other 
restrictions.  

4. Click Add. 
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The Setup User page displays. 
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5. Enter a Description.  

 The description should be the name 
of the user that is being setup. 

 
6. Enter an Operator Password. 

 The password must abide by the 
following guidelines: minimum of 8 
characters, contain at least 1 
special character and contain at 
least 1 digit. Passwords expire after 
90 days. 

 

 

7. Enter the same password in the 
Confirm Password field. 

 

8. Enter an Email Address. 

 
9. Enter a Language Code.  

 The system will default the 
language code to English. Use the 
dropdown to select a different 
language. 

 

10. Enter a Rate Type.  

 The only value available will be 
Current Rate.  

11. Click the Currency Code look up icon 
to select a Currency Code. 

 The only value available will be 
USD.  
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12. Click Add a User Role to add roles to 
the User ID. 

 
 

The Select Roles page displays.  

 The supplier administrator can only add the OH_ES_VENDOR_USER role. 

 
 

13. Select the checkbox next to the role 
name.  

 If the checkbox is not checked, the 
user will not have access to review 
supplier information. 
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14. Click OK. 

 
 
The Setup User page displays. 
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15. Click Add a Supplier. 

 
 
The Select a Supplier page displays. 

 
 

16. Check the checkbox next to the 
supplier.  

 If the checkbox is not checked, the 
user will not have access to review 
supplier information. 

  

17. Click OK. 
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The Setup User page displays. 

 
 

18. Click Save. 
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