REGISTER IN OHIOPAYS

Ohiopays.ohio.gov is designed to provide you, a Payee’, conducting business with the State of Ohio,
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.
OH|ID 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.
¢ 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.
e Add additional addresses.

o The Remit-to identifies the location where payment is received. Initial registrations
require a primary address, which may be different from a remit-to address. Additional
remit-to addresses can be added after the initial registration.

o Update your existing Payee profile.

o For banking changes, have bank verification and W9 uploaded to your computer.
e View information for purchase orders that have been submitted to you or your business.
e View status information for invoices submitted for payment view.
e Access information about payments sent to you or your business.

Follow the steps below for guidance on registering your business.

If you need assistance do not hesitate to reach out by email (obm.contactcenter@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 (other than
state income taxes), and state fair participants/entertainers.
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REGISTER IN OHIOPAYS

How to Register

Companies, Individuals or Providers interested in doing business with the State of Ohio can register
their business in the OhioPays Portal. As financial transactions occur, you can view information about
the associated invoices, purchase orders, and payments for these transactions in the OhioPays

Portal.

Tax ID Number (TIN), Social Security Number (SSN), or Employee Identification Number

@ Before you begin registering, make sure you have:

(EIN), and Account Name.

e The primary address information provided must match the address on the banking record
with your financial institution to complete registration.

e Banking information (Bank Routing Number & Account Number).

e You may be required to attach a current voided check or a bank letter on the
bank’sletterhead confirming your banking account information.

OhioPays

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

Getting Started

GETTING HELPFUL

STARTED PAYMENT RESOURCES

RECEIVING
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REGISTER IN OHIOPAYS

=

@OH|ID

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

Register once, use across many State of Ohio websites

( Create Account )

3. Enter your User ID,
Password, and click

Log in. Login

OH|ID

Password

Forgot OH|ID? | Forgot password? | Get login help

Welcome to OhioPays New Payee Registration Search Existing Registrations
ol i
S a5
i et ol2®
Welcome Training User - Admin Business, Individual, or Government Request Access to a Payee
Regi i
egistration.
My Apps
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REGISTER IN OHIOPAYS

5. Select the four

checkboxes to
acknowledge you
have the required
information to
continue.

6. Click Next.

X Exit New Payee Registration H

2 Identifying Information
Not Started

3 Address and Contact
Not Started

4 | Payment Information
Not Started

5 Review W.9 & Submit
Not Started

ontinue with the registration process:
TIN, SSN, or EIN and Name of the Business or Person.
Primary Address must match IRS W9 address.

Banking information (Bank Routing Number & Account Number).

You may be required to attach a voided check or bank letter with wet signature.

Information collected during this guided process will be used to creafe an electronic W9,

Ohio  Siemn
Start Over || Next )|
Welcome Welcome Training User -
Visited

These are all the things you will need to continue your registration. Please acknowledge by selecting the check box below to

7. Select Yes or No to

be the
administrator for
the Payee. The
administrator
handles controlling
access to the
Payees.

- Office of Budget
Ohio | St

[ < Previous ][ Next >

Welcome
Complete

An administrator will be responsible for controlling access to the Payee.

Identifying Information
Visited

Do you wish to be the administrator for this Payee?
O No O Yes

3 | Address and Contact
Not Started

4 | Payment Information
Not Started

Review W-9 & Submit
Not Started

Follow these steps if you don’t want to be the administrator.

Follow these steps if you don’t want to be the administrator.

1 Office of Budget
y and Management

Chio

s

Revised: 06/11/2024

Mike Dewine, Governor
Jon Husted, Lt. Governor

Kim Murnieks, Director



REGISTER IN OHIOPAYS

Selecting No to be the Administrator

a. Ifyou select No,

Not Started

Review W-9 & Submit

enter the [t
ad m i nistrator’s Welcome An admini will be ible for ing access to the Payee.
. . Complete Do you wish to be the administrator for this Payee?
email, and click ONo  Oves
B . E> Identifying Information
Verlfy Emal I . Visited Do you have the administrator's email address? (%)
O No ® Yes
3 | Address and Contact ) ) ) ) . N
Net Staned Please provide the email address associated with the administrator's OHID |@yahoo.com I Verify Email | ®
NOTE: The email _
4 | Payment Information
entered must be
associated with an 5 || EHATeeetT
active OH|ID for the
person who will be
the administrator.
Start Over ‘ [ < Previous ] [ Next >
Welcome An ini: will be ible for access to the Payee.
Complete Do you wish to be the administrator for this Payee?
® No O Yes
Identifying Information
Visited Do you have the administrator's email address? (2
O No ® Yes
b - SeIeCt the type Of 3 :S‘dsrzsnse:"d contact Please provide the email address associated with the administrator's OHID Dyahoo.com Verify Email | ®
Payee to reg ISter- + | Payment information What type of Payee would you like to register?

[ ]
EE——

N Business
pictSlared Government
Individual
Start Over ‘ [ < Previous ] [ Next >
Welcome An ini will be ible for access to the Payee.
Complete Do you wish to be the administrator for this Payee?
@ No O Yes

[®

Identifying Information
Visited

Address and Contact

Do you have the administrator's email address? (2)
O No @® Yes

information.

NOTE: The Taxpayer ID
and Name must match
the IRS records.

Visited

3

Address and Contact
Not Started

Payment Information
Not Started

Review W-9 & Submit
Not Started

c Se|eCt the TaX Not Staried Please provide the email address associated with the administrator's OHID yahoo.com ‘ ‘ Verify Email | (|
e . i ?
CIaSS |f| Catlo n + | Payment Information What type of Payee would you like to register?
- Not Start
orstared Individual V‘
5 | Review W-9 & Submit What Tax Classification would you use to file taxes with the
Not Started IRS?
l o||@
Individual
Single-member LLC
Sole Proprietor
Start Over ‘ [ < Previous ] [ Next >
¥ No T Yes
1 | Welcome
Complete Do you have the administrator's email address? (2)
O No ® Yes
d E nte r th e Payee Identifying Information
- Please provide the email address associated with the administrator's OHID Dyahoo.com Verify Email @

What type of Payee would you like to register?
[ naividual v

What Tax Classification would you use to file taxes with
the IRS?

‘ Individual v ®

Taxpayer Identification Number Name

*First Name *Last Name
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REGISTER IN OHIOPAYS

Ohio Siisemn

Start Orver
4 | Welcome Do you wish to be the administrator for this Payee? (7
N G et
- sami * No Yes
E} Identifying Information Do you have the administrator's email address? (7)
Visited No ® Yes

Please provide the administrator's email address | richi@yahoo.com
3 Address and Contact

e. Click Next. Not

4 Payment Information
Mot

Verity Ema

What type of Payee would
you like to register?

Business ~| @

. Tax Classification
5 Review W-8 & Submit

Mot

LLC - & Corporation v ()

Taxpayer Identification Name
Number

*Business Name
“EIN Jett smith
1N=1111111 @
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REGISTER IN OHIOPAYS

Selecting Yes to be the Administrator

‘Starlover‘ ‘ [ < Previous ][ Next >

Welcome
Complete

Identifying Information
Visited

[®

An will be ible for ing access to the Payee.
Do you wish to be the administrator for this Payee?
O No © Yes

What type of Payee would you like to register?

a. Select the type of

3 | Address and Contact

Payee to register
y g " Business
4 | Payment Information Government
Not Started Individual
5 | Review W-9 & Submit
Not Started
= | Office of Budge
Ohio  Tiimenen
1 | Welcome An will be ible for ing access to the Payee.
Complete Do you wish to be the administrator for this Payee?
O No © Yes

Identifying Information
Visited

[

b. Select the Tax ¢
Classification. -

Address and Contact
Not Started

Payment Information
Not Started

Review W-9 & Submit

What type of Payee would you like to register?
Business

What Tax Classification would you use to file taxes with the
IRS?

g
IS

@

C Corporation

Not Siarted Individual
LLC - C Corporation
LLC - Partnership
LLC - S Corporation
Other - Non-Profit
Partnership
S Corporation
Single-member LLC
Help/FAQs iﬁj’;:‘;{;’g“” Htement Contact
» An offical State of Ohio site. Here's how you know
Ohio | omescrouse
and Management
. ‘Slanover‘ [ < Previous ” Next >
c. Enter whatis , .
Welcome 5 e
requested based * Compe Ote e
u pon the Tax - What type of Payee would you like to register?
e [ Ve [ Business -l
Classification
3 | Address and Contact What Tax Classification would you use to file taxes with the
selected. IRs?
4 | Payment Information Lo corportion e
NOTE: The T ot stared Taxpayer Identification Number Name
OTE: The Tax r
paye 5 | Review W-9 & Submit EIN “Business Name.
ID and Name must [ e [ |
@
match the IRS srecarded entty name
records. '® |
Help/FAQs Privacy Statement Contact
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REGISTER IN OHIOPAYS

= oftos ot Buteet
Ohio | Mo

Start Over < Previous Next >
) y
Welcome O No ® Yes
Complete
- What type of Payee would you like to register?
D Visited ‘ Business v
3 | Address and Contact What Tax Classification would you use to file taxes with the
IRS?
. Not Started
d . C“Ck NeXt. | C Corporation v ®
4 | Payment
Not Started
Taxpayer Identification Number Name
5 | Review W-9 & Submit *EIN *Business Name
Not Started @
@
Disregarded entity name
@
Help/FAQs Privacy Statement Contact
= e of Budget
Ohio auiie,
4
Start Ovesr l £ Previous ’ MNed  » ]
| Welcome Address
Complate
“Country ad Stal - (T
| Identifying Infermatien
Complete Rdf';::: 123 main st
Address and Contact Ao
WVisited
“City |columbus (&
8. Enter the Address 4 | Payment information _
and Contact Hot Started “Postal Code |43119 2
H H Review W-9 & Submit “State | Ohio LR
information then CF] il
click Next. “County | Frankin  w| @
Remit Em;lnt fichard @ gov
Contact Information
+| =
“First Name *Last Mame
@ bell
Title [optional) “Telephone Fax Number {optional)

Bidi111-1111

“Emaill ID

nchi@yahoo.com
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REGISTER IN OHIOPAYS

Ohio | mimen
Star Over £ Previous ” MNext »
[74 ] Welcome “Country t v @
. Complete
“Account o
Gl ~ (7
9. Enter the Payment | |/ isentitying information Type | Checking v (
. . S~ Complate ‘Bank
information then Account | 1111111
click Next. The [3] Address and Contact Humber
. . Complete
Bank Name will “Re-Enter
. R EERTEET]
display once you FEVESRCR TR Mamber
CIle NeXt. “Routing /
| |2zrerraE2
5 | Review W-9 & Submit ABANumbsr
Naot Started
“Re-Enter
Routing | |22222222222
ABA Humber
“Bank Name

Ohio | i,
Start Croer Submit
[ 4 | Welcome nd A nea i
‘Complate Review Apand £ apse Al
2 ?;::gl"ﬂ Infarmation = [dentifying Information
R Tax Classification Social Security Number First Name Last Name
a | Address and Contact
. Compléte Indnvighsal M1-11-2222 et srith
| 4 | Payment Information w Address
H Complata
10. Review the W-9 123 main &
. . columbus, OH 43119
information. Review W-9 & Submit usa
Visited {County: Frankdn)
Resrst Ermail 1D
richard{E gov
= Contact
FirstName LastMame Title Telephone Fax Number  Email ID
nichard el 141111111 richi@yahoo com
+ Payment Information
Country Bank Name Account Type m mﬂ LanA
usa JP MORGAN CHASE Checking Account 11111111 200022222
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REGISTER IN OHIOPAYS

1 | Welcome [ A
Compiese Review — :
2 I::'::lﬂl Infoermation ~ ldentitying information
Tax Classification Social Sacurity Mumber First Nama Last Nams
3 | Address and Contact
Camplete Inievdiudd M-11-2222 et sty
4 | Payment Information - Address
Covnplete
123 mramn ¢
columbus, OH 43118

11. Click Create W-9 [ DN s
to create a W-9 Remt Emad 1D
with the i
information you

provided.

= Contact

FirstMame  LastMame Tile Telephone Fax Number  Emadl ID

cihard el BN ey ahes com
= Paymant Information

Arcount Routing | ABA
Country Bank Mams Account Type uenbar Muurniar

Usa JPMORGAN CHASE Checiong Account 11111111 Frrererer

o W=9 _ Request for Taxpayer Give Form to the
(Rev. October 2018) Identification Number and Certification requester. Do not
Department of the Treasury send to the IRS.
Intamnal Reavenua Servica » Go to www.irs.gov/FormW3 for i i and the latest i i
1 Name (as shown on your income tax retum). Name is required on this line; do not leave this line blank.
JEFF SMITH

2 Business name/disreganded entity name, if different from above

3 Check appropriate box for faderal tax classification of the person whose name ie entared on line 1. Check only one of the | 4 Exemptions [codes apply only to
following seven boxes. certain entities, not individuals; see

instructions on pags 3

A individualisale propristoror L] © Cerperation [ 8 & O o O

single-member LLC Exempt payse cods (if any]
O Limited fsbility company. Entar the fax classification (C=C corparation, S=5 corporation, P=Partnership) >

MNote: Check the appropriate box in the line above for the tax classification of the single-member owner. Do not check Exemption from FATCA reporting

LLG I tne LLC is classified a5 3 singlemamsr LLC tha & cisreganisd from the owner unless the awnar of ha LG 15 | o

anather LLC that is not disregarded from the ewner for .S, federal tax purposes, Otherwise, & single-member LLC that] i

is dlisregarded from the cwner should check the approprists box for the tax Classification of fts cwner.

1 [ oOther (zee instructions) » FATRI 10 DCCTLTTE MmNV Qoene it LS
1 2 . ReVIeW and SaVG 5 Agdress (number, strest, and apl. of sufe no.) See INStructions Fequester's name and address (oplional
123 MAIN ST

Print or type,
Sea Specific Instructions on page 3.

the W-g to your 6 City, state, and ZIP code
Computer then COLUMBUS, OH 43119

. . T List account number(s) here (optional)
close this window.

Taxpayer Identification Number (TIN)

Enfter your TIN in the appropriate bex. The TIN provided must match the name given on line 1 to avoid Social security number

backup withholding. For individuals, this is generally your social security number (SSN). However, for a

resigent alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other 11101 - -121212|2

entities, it is your employer identificafion number (EIN). If you do not have a number, see How fo get &

TIN, later. or

Note: If the account is in more than one name, see the instructions for line 1. Also see What Mame and Employer identilication number

Number To Give the Requester for guidelines on whose number to enter, | | | | | |
Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my comect taxpayer identification number (or | am waiting for a number to be issued to me); and

2. 1 am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that | am
ne longer subject to backup withhelding; and

3. 1am a U.S. citizen or other U.S. person (defined below); and

4, The FATCA codes) entered on this form {if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subjact to backup withhalding because

you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid,

acquisition or abandenment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments

other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructiens for Part |1, later.
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REGISTER IN OHIOPAYS

Ohio Tl

Compists Review [(Epanas |[ Cotmmens |
)y « dentitying Information
Asdrans and Contast Tax Classification Soclal Sacurity Mumber FirstHame  Lant Name
@ T el ILIRTE -] ot o
D | i
172 man st
13. Click Submit. [7] D w s suamn Samsol, N AY1tY
Vet {County Frarign)
Remt Emai ID
rehardilgor
= Contact

FinihName LastName Tide Telephone Fax Number  Emadl ID

rhang bed [1TRIIR L] Py ahog com
= Paymant information

Country Bank Name Tye  foveen e o
USA  JPMIORGAN CHASE Checong Account 11111111 Froferrre]

14. Select the
checkbox and click

continue tO afﬁ rm I;mréggsniogxﬁnr:g m?&;ﬁ“ﬁg!eu W-9 has been completed in accordance with the General
the W'g WaS Continue
completed
correctly.
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REGISTER IN OHIOPAYS

15. Read the Terms &
Conditions.

16. Select the
checkbox and click
Continue to
accept the Terms
of Agreement.

e NOTE: If you are
zoomed in to the
Terms and
Conditions you will
need to zoom out
to see the
Continue button.

Terms & Conditions

Make sure you read terms of fully before itting your regi

By submitting this Payee self-registration, the Payee (hereafter, you) certify and warrant that you are -
authorized to: (i) register as a Payee for the State of Ohio; (n) file all of the information requested in this .

registration process; and (iil) enter into this Terms of Agreement with the State: of Ohio. Unless agreed to
in writing elsewhere between the parties, by submitting this Payee self-registration. you agree to the
following:

Account Information

“You will be responsible for ensuring the accuracy of your data. This includes legal business name,
address, contact information and banking information. It is important that all information is correct for
payment processing. When changes are necessary, you must take the appropriate steps to update
andfor correct the data to keep it true, accurate, current and complete. Changes to your account mustbe

Ii[:k here to accept the Terms of Agreement

-

17. Click OK to
complete
registering your
business.

NOTE: Some
registrations will
require additional
review and processing
by the state. If the
registration was not
automatically
approved, you will be
notified by email within
7-10 business days of
approval or if further
action is required.

Informational

Your Registration is submitted and has been auto
approved.

You can find your Payee ID on the Manage My

Profile tile.
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