REVIEWING INVOICES

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

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

ﬁ Ohio Supplier Portal

Dhio.gau State Agencies | Online Senvices

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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REVIEWING INVOICES

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

and State observed

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)

~2~ Revised: 11/06/2015

Service - Support - Solutions




REVIEWING INVOICES

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 |I"I. Password (esssssss

Sign In
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REVIEWING INVOICES

The Main Menu displays.

Favorntes = Main Menu -

Home
—
t".l.'l."._*: Financials

Menu o 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

Worklist Add to Favorites Sign out

Personalize Content | Layout 2) Help
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OBM

Revised: 11/06/2015
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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.

e
A
\/ OAKS FIN > Main Menu > Review Payment Information
Favorites - Main Menu - > Review Payment Information =

Home Worklist Add to Favorites Sign out
t".l.'L-'-':_*: Financials
Review Payment Information

Review Payment Information

\fiewi inwoices, check payments, and open balances.

Invoices = Payments Account Balances
‘fiew invoice information 1 View payment information. \fiewi open account balances
Review Payment Information

ﬁ Review Payment Information

1. Select the Invoices link to view invoice
information. View invoices, check payments, and open balances.

E" Invoices
Wiew invoice information.
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REVIEWING INVOICES

The Review Invoices Filter Options page displays.

Favorites - Main Menu - > Review Payment Information = > Invoices

Home Wiorkdist Add to Favorites Sign out
‘P.'L-":_i Financials
Mew Window | Help | Fersonalize Page | =
Review Invoices
Filter Options
John Doe & Associates
Enter search criteria and click on Search. Leave blank for sl values.
Search Criteria
From Invoice Number
To Invoice Number
ltem 1D
Supplier ltem ID
From Date |03116/2015 |5y (example: (1/31/2000)
To Date 0811612015 |B  (axample: 01/31,2000)
From Amount

To Amount

Approval Status b
Search
2. Enter identifying information in the
Search Criteria section to search for From Invoice Number
the correct invoice. To Invoice Number
Item IO
- - Supplier ltem 1D >
Note Use the From Date and To Date From Date 08182015 1) wampe: o1312000)
fields to search by the invoice date. ToDate 082015 I8 (wxampie: 0131/2008)
~ From Amount
To Amount
& DO nOt use the Item ID F|e|d Approval Statusl—V|
To Amount
3. Click Search. Approval Status R
Search
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REVIEWING INVOICES

The Invoice List page displays the search results.

\'\
Note L
All invoices are shown when no date search parameters are set.
Favarites - Main Menu - @ Review Payment Information = » Inwoices

‘i’l.!.liﬁ Financials

Review Invoices
Invoice List
ABC COMPANY

Set filter opbions

Home

Mew 'l."‘.-indol.\'| Personzlize Page | 3

Add to Faworites Sign out

{oreeslist 4 Per=onalize | Find L& | [ Firt'd 1-190f 18 '} Last
involce Humber  Invoics Date Groes amt ;‘Eprﬁ“' Dus Datsw ‘Voucher
TVTTETI2 OB 472011 52,0380 UsD Approved oeM4/2011 O0T58268 -~
TVEED212 08/03/2011 52,539,681 USD Approved 0eMa2011 O0T487T15
V428112 07072011 $1,318.15 USD Approved ] 00738521
V23111 Oa/05/2011 $1.063.94 USD Approved DeM0&2011 00731730
TUgE2T1 05M11/2011 $7T17.830 USD Approved pEM 12011 00T 16054
TUTE3EM 041372011 $0168.22 UsD Approved 043201
TU224411 03182011 3574.76 USD Approved 0anaz201
TT7Ta611 02022011 3471.04 USD Approved 02022011
TTa35011 01192011 3423.42 UsD Approved 01ezonm
TT168011 12/03:2010 3711688 USD Approved 12082010
TTIE011 1712010 $588.52 UsD Approved 11172010
73487611 10/06:2010 3587.02 UsD Approved 10/062010
T5124811 O7/28/201 33922 UsD Approved O7/28/2010
TREFFEN 07022010 334170 UsD Approved 07022010 00541458
TR487310 O5/06/20 3409.88 USD Approved D5/0a/2010 00516245 e
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.

Service - Support -

Solutions

Inwoice List Persona
4. Click an Invoice Number. Invoice Num ber  Invoice Date Gross Amt y
TVITET12 0942011 5201880 USD 4
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REVIEWING INVOICES

The Review Invoices Invoice Details page displays.

Favorites « Main Menu -

—
{ ‘.‘JA(&_ Fimancials
-

Review Invoices
Invoice Details

ABC COMPANY

Invoice Number

Invoice Date
Due Date

Discount End Date
Approval Status

Payment Status

Terms

Invoice Line Details

Hem ID

Payment Schedule

Scheduled to

Fay Payment Number

082152011 0012304874

Payments Made

Reference

0018287362

Purchase Orders

Purchase Order

Mo Purchase Orders Found

Receipis

Received

Date Receipt MNumber

Mo Receipts Found

Return to Invoice List

Description

» Rewview Payment Information = » Invoices

oev 142011

Dori42011

Approved for Payment

Paid in Full

Statistic Amount UOM

Gross Amt

52,0M8.80 USD

Date

oarzan2011

PO Date

Bill of Lading

Discount

Home

Mew Window | Personslize Pages | E

Invoice Total
Gross Amount
Discount

Net Amount

Add to Favorites Sign out

32,012.20 UED
50.00 UED
52.018.80 USD

Parsonslize | Find | view all | &Y [ Fist'4 1202 % Last
Unit Price Merchandise Amt
0.00000 51,823.35 USD
0.00000 58545 UsSD
Personslize | Find | view An | 2 | B First ‘&' 1.0f 1'% Last
Method Status On Hold Wehd Hold
F0.00 USD Check Paid Mo Mo
Personalize | Find | View All | K = First'&' 1 of 1 '/ Last
Amount
32.018.20 USD
Personalize | Find | View Al | ED | B8 First 4 1071 ) Last
Status
Personalize | Find | View Al | & ] First'&' 1 of 1 &' Last

Packing Slip

See the following pages for field-level descriptions.

Service - Support - Solutions
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REVIEWING INVOICES

Favorites « Main Menu -~ > Review Payment Information = > Invoices

. Home Add fo Favorites Sign o
i,}‘ K5 Fimancials
Mew Window | Personalize Page
Review Invoices
Invoice Details
ABC COMPANY

nvoice Total
1 Invoice Number TWT78712
8 Gross Amount 32.018.20 UsS
2 | Invoice Date DB/14/2011 9 Discount s0.00 US
3 Due Date 08/14/2011 10| Net Amount $2.01880 US
4 Discount End Date
Approval Status Approved for Fayment | §
6  Payment Status Faid in Ful
7 Terms
Invoice Ling Details Personalize | Find | View All | & | First'*' 1-2 af 2 Last
tem 10011 Description |12 13 | Statistic Amount UOM 14 Unit Price 1§ Merchandise Amt |16
0.00000 5182335 UsSD
0.00000 58545 UsSD

Invoice Number: A number assigned to the invoice when it is entered into OAKS FIN.
Invoice Date: The date an invoice is created in OAKS FIN.

Due Date: The date the payment is due to the supplier.

Discount End Date: Date to be paid by in order to receive discount.

Approval Status: Status of Invoice approval.

Payment Status: Status of Invoice payment.

Terms: Payment term code for the transaction.

Gross Amount: Invoice amount minus fee/tax exceptions

Discount: Amount of discount.

. Net Amount: The Net Amount is the Gross Amount minus the Discount.

. 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.

©XNoGOM~®DNE
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REVIEWING INVOICES

B it R Y T Lol T

Payment Schedule Personalize | Find | View Al | & | i | 7 irst ' 1081 Last
:::Ed'lEd o Payment Number 2 Gross Amt 3 Discount 4 Method 5 Status 5 On Hold Wthd Hold 8
o&21/2011 0012304874 32,012.80 USD $0.00 USD Check Paid Mo Mo

Payments Made Personalize | Find | View All | £ E First'd' 1 of 1 &' Last
Reference G Date| 10 11 | Amount
0018287262 Oar2a/2011 $2.018.830 USD

Purchase Orders Personalize | Find | View Al | & |-- 1 First ‘4 10f 1'% Las
Purchase Order |12 PO Date (123 14 | status
Mo Purchase Orders Found

Receipts Personalize | Find | View All | K7 S First'&' 1 of 1 & Las
E:Ej:iﬁd 15 Receipt Number 16 Bill of Lading {7 18 Packing Slip
Mo Recsipts Found
Return to Inveice List

Scheduled to Pay: Two business days before actual pay date.
Payment Number: A number associated with the payment.

Gross Amt: Invoice amount minus fee/tax exceptions.

Discount: Amount of discount.

Method: The payment method, either EFT or Check.

Status: The current status of the payment (real-time).

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

With Hold: N/A

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

No ok~ owhPRE
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REVIEWING INVOICES

[
-

Note

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.

Invoice Number

Invoice Date

Due Date

Discount End Date
Approval Status

Payment Status

Terms

TVTTET12

Oav1 472011

Oav1 472011

Approved for Payment

Paid in Full

nwoice Total
Gross Amount
Discount

Net Amount

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

Payment Schedule

Fay

Oe21r2011 0013304874

[X]

I Payments Made I

Reference

O0i&207262

O2872011

Scheduled to Payment Mumber

Date

Gross Amt

$2,018.80 USD

[
-

Note

6. Click the Payment Reference link to
view detailed information on the
payment made.

Every payment will have a reference

number associated with it.

Payments Made

Reference

0018207862

Date

DB26v2011

Service - Support - Solutions
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REVIEWING INVOICES

The Review Payments page displays.

Favarites = Main Menu = > Review Payment Information = » Inwoices > Payments

i Home Add to Favorites Sign out
‘E]:H‘ Financials
Mew Window | Personalize Page |
Review Payments
Payment Details
ABC COMPAMNY

DD182B7862

1 Invaice Number TWTTET12 5 Payment Date 08/26/2011
2 Method Check 6 Pay Status Paid
Amount 32.012.30 3 Currency USD 7

Paid To ABC COMPANY |4

Country USA  United States
Address 4 7538 JENKINS DR
Address 2

Address 3

City CANAL WANCHESTER

County FRAMKLIM Postal 43110

State OH Crhic

From TREASURER OF STATE
Payment Advice Personalize | Find | B | [ First'd' 1-4 of 4'% Last

B nvoice 8 | Gross Amount 10| Diecount 11 @ 5‘.?:;‘5": 12 pald Amount

TWTTET12 2,013.20 USD 0.00 UsSDr 0.00 UsD 201830 USD
TVITET12 0.00 UsD 0.00 W=D 0.00 UsD D.00LsD
TWTTET12 0.00 UsD 0.00 W=D 0.00 UsD D.oouso
TWTTET12 0.00 LUSD 0.00 UsD 0.00 UsD 0.00 UsSD

Return t> Payments Made

Invoice Number: Number assigned to an invoice when entered into OAKS FIN.
Method: Payment Method, either EFT or Check.
Amount: The total amount of the payment.
Paid To: The supplier receiving the payment.
Payment Date: Actual payment date.
Pay Status: Status of the payment.
Currency: Currency used. USD only.
Invoice: Number assigned to the invoice when it is entered into OAKS FIN.
Gross Amount: Total amount minus fee/tax exceptions.
. Discount: Amount of discount available based on pay terms.
. 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.

©oNo GNP
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