MANAGING PAYMENT INFORMATION

Ohiopays.ohio.gov is designed to provide you, a Payee’, with convenient access to information about
your organization’s financial interactions with the state.

First Step for Using OhioPays

To begin using the Portal, State of Ohio Payees will log into the site using their OH|ID. OH|ID provides
an 8-digit user ID that allows you to login to access a variety of the State of Ohio’s online applications.
OHJID is your personal account (it is for you, not for your organization). It delivers a more secure
and private experience for users during online interactions with the state — with advanced fraud
detection, prevention, and analytics features.

Second Step for Using the Portal

Once you obtain and sign into OhioPays with your OH|ID account, you can either:
o Register as a Payee (Payees may be a business or an individual person depending on your
relationship with the state) to conduct business with the state.
e OR associate your personal OH|ID with one (or many) Payee(s) that are already in the state’s
accounting system to conduct business with the state.

Using the Portal

With OhioPays you can...
o Register as a State of Ohio Payee.
Update your existing Payee profile.
View information for purchase orders that have been submitted to you or your business.
View status information for invoices submitted for payment view.
Access information about payments sent to you or your business.

Follow the steps below for guidance on managing your banking information that the State of Ohio will
use for payments.

If you need assistance do not hesitate to reach out by email (obm.sharedservices@obm.ohio.gov) or
phone (877-644-6771).

1 A Payee is any individual or organization who receives funds from the State of Ohio. Some common types of Payees include anyone who
provides goods or services to a State of Ohio agency, DODD Providers, grant recipients, reimbursements from the State of Ohio, and state
fair participants/entertainers.
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MANAGING PAYMENT INFORMATION

1. Navigate to
ohiopays.ohio.gov.
2. Click on Login on

the top right corner
of the website.

OHIOPAYS / Getting Started

3 GETTING RECEIVING HELPFUL
OhioPays

STARTED PAYMENT RESOURCES

T

Getting Started

® Q| a

Contact Search| Login

e —

3. Enter your User ID
and Password.
4. Click Log in.

@&OH|ID

Ohio's Digital Identity. One State. One Account.

Register once, use across many State of Ohio websites

Create Account

Login

OH|ID

Password

Forgot OH|ID? | Forgot password? | Getlogin help
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MANAGING PAYMENT INFORMATION

5. Click Manage My

Welcome to OhioPays [ Search Existing Registrations |

il

Welcome Training User - Basic

New Registration

Business, Doing Business As (DBA),

Subsidiary, Individual, or
Government

Request Access to a Payee

Manage My Profile Review Purchase Orders Invoices and Payments

Profile. ® _
%/ 5 Eﬁ:‘%
My Apps
6. Select Self
Service from the e Pre
left menu.
€ SelfHelp

e If you have
multiple
businesses, select
the business you
wish to update
from the drop-
down.

Note: If there is a
pending change
request you will
receive a message
stating that additional
changes cannot be
made until the
pending changes are
processed for
approval by the
State.

<2 Self Service

L

[5} Add/Update Users
x Remove My Access
& Request Administrator
[ Change O TIN

[# Change Of Name

Manage My Payee Profile

[Self-Service - Administrators have access to review, add, or update the following:

<

Addresses

B 11|

Contacts

Direct Deposit

Managing users - Administrators control users access to the payee profile and information:

Forms - Administrators can complete and submit forms for the following:

« Administrators can add/remove roles, lock, or unlock users

» Al users must first have an OHID by visiting ohid.ohio.gov

« Request Administrator — only available when no administrator exists for a
profile

+ Doing Business As — can be added to an existing profile
¢ Change Of TIN - change a Tax Identification Number for an existing profile

» Change Of Name - of an existing profile
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MANAGING PAYMENT INFORMATION

7. Click Review or
Update

< Home

€ selfHelp

<& Self service

[3) Add/Update Users

€ Remove My Access

Select Profile

Manage My Profile

**Profile Name [

J @

Payee ID

OhioPays Request

View W9

e e = e Click the "Review or Update Information" button to review or make changes to a profile.

2 rows

Payment Information
@ Visited

Review and Submit
O Not Started

- ) quues( Type Request ID © c/[mnge Status quuest Submitted By Request Date Time © A/PprovedIDenied Date Time
nrormation. [ 4 Request Administrator < < < <
Change Approved 06/28/2023 9:55:39AM  06/28/2023 9:55:39AM
[ Change Of TIN
Registration Approved . 06/12/2023 12:07:04PM  06/12/2023 12:16:55PM
[ Change Of Name
X Exit Self Service :
H offi f Budget
Ohio | tmgen
Welcome Welcome Training User - Pl . - — w— - . - - -
I' k P @ Visited
. IC ayment « This activity guide allows you review and update Addresses, Contacts or Payment Information.
-
Information from Addresses « Click on *?'icon for more help.
O Not Started
the Ieﬂ menu « *Fields containing asterisks are required.
Contacts e Click on the page you would like to update.
@ Visited

* All edits or updates must be reviewed on the 'Review and Submit' page before changes are approved or routed for

approval.

The Payment information section allows you to view, edit, and add payment methods.

X Exit

Office of Budget
and Management

Chio

Self Service

|

Start Over

‘ ’ £ Previous

][ Next >]

Welcome
@ Visited

Addresses
O Not Started

Contacts
O Not Started

Payment Information
@ Visited

Review and Submit
O Not Started

Review and Submit option for & s

Payment Information

View Bank Account

|

[ Change Of Bank Account

dd Bank Accou

@

Remove Bank Account

As Of
Date &

06/12/2023

63 Review Changes

Remit Address <

long Beach, CA 90806 USA

e Click here for instructions on Adding a Bank Account

e Click here for instruction on Changing a Bank Account

e Click here for instructions on Removing a Bank Account
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MANAGING PAYMENT INFORMATION

Adding a Bank Account

1. Select Add Bank Account.

Self Service

Ohio S

(o] | [P ) [en )

Welcome Review and Submit option for|'SECURE

& Visited
&3 Review Changes

Addresses
© Not Started Payment Information

Contacts 1rowe
© Noa Started @ ’ﬂ m

As OfDate © Remit Address © Description &

Payment Information
® Visited

| View Bank Account } { Change Of Bank Account ] Remove BankAccount | cerzaoza 123 mainsl

L ¥
et 43017 usa EFT1 BANKACCOUNT™™

Review and Submit

0 | viewgankaccount | | change ofBankAccount | | Remove BankAccount T | o7i0772023

4 Add Bank Account (@

oowsy, OF 43110 Usa  EFT-2 BANKACCOUNT™™* . Atachment(1)

You may receive a message
that all addresses are currently
linked to a bank account and a U —
new address needs to be Piease 30 3 hew ddress and then 30 the new BaNK account.
added to link to the new bank =R

account. View the “Change of —

Address” help document for
instructions on adding an
address.

2. Select the address for the bank account.
3. Click OK.

Select An Address

NOTE: An Address can only be tied to one Payment at a
time. If you need another Payment for the same Address,
return to the Address page, add the new Address and then
attempt to Add a Payment again.

Available Addresses

2

ID Primary Address

2 123 Main St
Columbus, OH 43017 USA
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MANAGING PAYMENT INFORMATION

4. Enter the Bank Account information and click OK.

Add Bank Account For Address # 2

) 123 Main St
Remit Address oo mbus, OH 43017 USA

Bank Name

*Bank Routing Number / ABA Number

—
*Re-enter Routing Number / ABA Number  —

*Bank Account Number

*Re-enter Bank Account Number

*Account Type | Checking v

5. For your security, banking information may require further validation. Click OK if popup displays.

Error(s)

The Banking Information requires further
validation prior to approval. After selecting
the "OK button for this message, you will be
returned to the current page and follow these
steps:

1. Select the attachment link on the next page
aiter clicking OK below.

2. Altach either a voided check or bank letter.
Other documents will not be accepted.

Fleaze allow up to 14 business days for us to
complete our review and validation process. You
will receive payments via check until your EFT
is approved.

KE3
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MANAGING PAYMENT INFORMATION

6. A hyperlink may display requiring an attachment of a voided check or bank letter. If displayed,
click the hyperlink to attach a current voided check or a bank letter on the bank’s letterhead
confirming your banking account information.

Add Bank Account For Address # 2

) 123 Main St
RemitAddress o mbus, OH 43017 USA

Bank Name - - —

*Bank Routing Number / ABA Number l —

*Re-enter Routing Number / ABA Number l o

*Bank Account Number l e —

*Re-enter Bank Account Number l | —

*Account Type | Checking v

*Add Attachment - Void check / Bank letter(0) & @

7. Click OK when you have added your attachment.

Add Bank Account For Address # 2

. 123 Main St
Remit Address = mbus, OH 43017 USA

Bank Name - -

*Bank Routing Number / ABA Number | ——

*Re-enter Routing Number / ABA Number l o———

*Bank Account Number l —

*Re-enter Bank Account Number | | e—

*Account Type | Checking v

*Add Attachment - Void check / Bank letter(0) # @

Once finished, click here for instructions to review and submit the added bank account.
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MANAGING PAYMENT INFORMATION

Change of Bank Account

1. Click the Change of Bank Account button on the payment information you want to change.

X Exit Self Service :

Ohio T3

Start Over [ £ Previous ] [ Next  » ]
Welcome Review and Submit option for/" WSECURE
® Viited
68 Review Changes
Addresses
O Not Started Payment Information
2 rows
Contacts
it EY
nt Information As Of Date & Remit Address < Description &
O it View Bank Account Change Of Bank Account Remove Bank Account o6Mz/2023 123 mainst EFT-1 BANK ACCOUNT ="
g columbus, OH 43017 USA -
Review and Submit
0 NotSeamog l View Bank Account ] [ Change Of Bank Account ] [ Remove Bank Account I | 07/07/2023 ga“-”owa% O 43tte Usa  EFT-2BANKACCOUNT™™ Attachment(1)

= Add Bank Account (@)

2. Enter the Bank Routing Number, Bank Account Number, and Account Type. Click OK.

Change Bank Account For Address # 1

123 main st

Remit Address |, mbus, OH 43017 USA

Bank Name

*Bank Routing Number / ABA Number l -

*Re-enter Routing Number /| ABA Number l -

*Bank Account Number l L 3

*Re-enter Bank Account Number l

*Account Type | Checking +
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MANAGING PAYMENT INFORMATION

3. For your security, banking information may require further validation. Click OK if popup
displays.

Error(s)

The Banking Information requires further
validation prior to approval. After selecting
the "OK button for this message, you will be
returned to the current page and follow these
steps:

1. Select the attachment link on the next page
after clicking OK below.

2. Attach either a voided check or bank letter.
Other documents will not be accepted.

Fleasze allow up o 14 business days for us to
complete our review and validation process. You
will receive payments via check until your EFT
is approved.

E3

4. A hyperlink may display requiring an attachment of a voided check or bank letter. If displayed,
click the hyperlink to attach a current voided check or a bank letter on the bank’s letterhead
confirming your banking account information.

Change Bank Account For Address # 1

123 main st

Remit Address . 1\ibus OH 43017 USA

Bank Name |COMMERCE BANK |

“Bank Routing Number / ABA Number l E B

*Re-enter Routing Number /| ABA Number l -

*Bank Account Number l- -

“Re-enter Bank Account Number l - =

*Account Type | Checking v

“Add Attachment - Void check / Bank letter(0) & (2 |
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MANAGING PAYMENT INFORMATION

5. Click OK when the voided check or bank letter is attached.

Change Bank Account For Address # 1

. 123 main st
Remit Address .\ imbus, OH 43017 USA

Bank Name |COMMERCE BANK

“Bank Routing Number / ABA Number l s

*Re-enter Routing Number / ABA Number l -

“Bank Account Number l_

*Re-enter Bank Account Number l“

“Account Type | Checking v

“Add Attachment - Void check / Bank letter(1) & @

Once finished, click here for instructions to review and submit the change to bank account.
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MANAGING PAYMENT INFORMATION

Remove Bank Account

1. To remove a bank account, click the Remove Bank Account button.
Note: Bank account tied to the primary address cannot be removed

X Exit Self Service

Ohio  Jimmm

[ | (o) ()

Welcome Review and Submit option for =" SECURE
@ Visited
63 Review Changes
Addresses
O Not Started Payment Information
2rows
Contacts
As Of Date © Remit Address © Description <
@ visitad [ View Bank Account ] l Change Of Bank Account ] Remove Bank Account 06/12/2023 5&%’;5‘% 43017 Usa  EFT-1 BANKACCOUNT™**
Review and Submit .
o N s [ viewBankaccount ] [ Change of BankAccount | | " Remove Bank Account | | OTOT2023 o O aaig s EFT2BANKACCOUNT=** " Atachment()

+ Add Bank Account @

2. You will receive a message that the associated address and/or contact information associated

with the bank will be removed. Click Yes.

This Bank is associated with existing Address and/or Contact Information
The associated Address and/for Contact information will be removed as well.

Do you wish to continue?

The address will provide an option to Undo the removal.

Chio Z5a
— | Raview and Submit option for I WHSECURE

Actdreunes
O W S Payment Informatsn

Sp | vemmarmtcmn | [ o ormamaccom | [N

0 Mol Bawtint =1 oo
—_ 1 :

o A arm oot (R

AsOf Do - Heme Adoeeas

o] 1) man 54

coiumtan, OH E301T USA

1363 dabene ol
galicway. (H 43418

=

[(ea e Crorges |

7 rows
E: a|n
Daseription =
BT MANK ACCOUNT™
e EFTBANRALCOUNT | Amactenasi{1)
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MANAGING PAYMENT INFORMATION

Review and Submit

The Review and Submit section must be reviewed for changes to be submitted.

1. Click on Review Changes.

X Exit Self Service 3
Ohio  miamagenent
I Start Over ‘ [ < Previous ]
Welcome Review and Submit option for BT

@ Visited

@ Visited

Contacts
@ Visited

Payment Information
O Not Started
Submit

Review and Submit
@ Visited

(Submit button will be enabled only after clit

60 Review Changes
Addresses

Review to confirm your changes before submitting the request.
Click the "Submit" button to submit your change request.

Email Communication regarding this request will be sent to : obm.training@obm.ohio.gov

king the "Revi

Ch "

2. Verify the changes are correct and click Return.

Contact

Request Type Add

Address ID

Address

Name

Title

Email ID

Phone

Extn

Fax

Website

Proposed
2

123 Main St
Columbus, OH 43119 USA

richard campbell

|@yahoo.com

614/377-

| Return

1 Office of Budget
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MANAGING PAYMENT INFORMATION

3. Click Submit.

X Exit Self Service

Ohio | 55250

I Start Over ‘ [ <€ Previous ]
Welcome Review and Submit option for i i
® Visited
60 Review Changes
Addresses
@ Visited
Review to confirm your changes before submitting the request.
Contacts Click the "Submit" button to submit your change request.
@ Visited

Email Communication regarding this request will be sent to : obm.training@obm.ohio.gov

Payment Information

—

Review and Submit
@ Visited

(Submit button will be enabied only after clicking the "Review Changes”)

4. Click Yes to Submit the change.

Are you sure you want to Submit
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MANAGING PAYMENT INFORMATION

You will receive a confirmation message about the request.

£ Manage My Profile Confirmation

Self Service Change Request Approval Confirmation

Approved

V You have successfully applied your Self Service Request:|SCR000000003

Any email regarding the request status will be sent to: @obm.ohio.gov

= Return to Manage My Payee Profile

’ﬁj‘ Return to Home Page

Make note of the Request ID for future use. The payment information change may be approved and
applied or routed for manual processing and an email notification will be received once completed.
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